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DISCLAIMERS

E-mail notifications — Some e-mail accounts, especially free public accounts (i.e. Hotmail,
yahoo, etc., this may also be the case with AOL) the link to a particular document in Spirit may
not function properly. If this is the case with your e-mail, it will be necessary for you to "copy"
the link in the e-mail message and paste it in a separate window. Doing this allows the link to
operate properly. If you do not have this issue with your e-mail notifications all you will need to
do to reach the document in Spirit is click on the link. The link will route you to the Spirit log in
screen. Once you log in, Spirit will send you directly to the document in question; so there will
be no searching for anything.

Browser Cache settings — Your browser cache settings must be set to check for newer
versions of stored pages every visit to the page.

For Internet Explorer:

Click on the “Tools” menu and select “Internet Options,” then click on the “Settings” button to
arrive at this screen. Make sure “Every visit to the page” (highlighted) is checked.

21x
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User ID — When you register in the Spirit System it sets the e-mail address you enter as your
User ID when you log in.

Pop-up blockers — with advertisements popping up with so many of the websites people visit
these days, some are employing “pop-up blockers” to deny the pop-ups. If you use a “pop-up
blocker” it will be necessary to inactivate it when you are using Spirit. The Spirit System
generates pop-up windows throughout its various processes. Pop-up blockers may affect your
experience in the Spirit application.

Best viewed — with monitor settings at 1024x768 pixels

Attachments — if possible, please refrain from including graphic heavy files as attachments or
excessively large files. If you can keep the files simple the time necessary to add attachments
will be reduced.

Some examples: A 1.33 mb file takes roughly 30 to 40 seconds to successfully attach to
proposal documents. A 6.23 mb file takes roughly 2 minutes and 45 seconds

/3 https:/ /spirittest.az.gov/Applicath = |0 %

SPIRIT: Attach File

Select & Upload a File

|C:RD-:u::uments and Seti Browse... i

0] I Cancell o
4| | »

Note image above. The file to be attached appears in the file field and the OK button to attach
the document has been clicked on. Float your mouse pointer in the area that the image
indicates after you have clicked on the OK button. The hour glass will appear next to your
pointer so you will know it is processing. If you don't do this, you may wonder if anything is
happening at all.
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Solicitation Response

E-mail Notification

Throughout the procurement process, Spirit issues e-mail notifications
indicating a response in the next step is ready for your attention.

The first of such e-mail notifications is notification of a "Published Solicitation,"
which is what is covered in this section of this manual.

In any of the demos for response to a solicitation; the demo supplier used is
"Joe Azspo Test." This demo supplier was set up with a "Hotmail" account to
demonstrate how the notifications will work.

A disclaimer that must be made with regard to e-mail notifications is that with
some e-mail accounts, especially free public accounts (i.e. Hotmail, yahoo, etc.
This may be the case with AOL as well) the link to a particular document in
Spirit may not function properly. If this is the case with your e-mail, it will be
necessary for you to "copy" the link in the e-mail message and pasteitin a
separate window. Doing this allows the link to operate properly. If you do not
have this issue with your e-mail notifications all you will need to do to reach the
document in Spirit is click on the link. The link will route you to the Spirit log in
screen. Once you log in, Spirit will send you directly to the document in
guestion; so there will be no searching for anything.

E-mail notifications however, are not the only means to getting to a document of
interest. Anything you can reach through the use of notification e-mail links can
be accessed manually using the navigation menu in Spirit. This will be covered
in greater detail in a demo created specifically for navigation.
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One of many e-mails routed from the Spirit system to suppliers is notification of
a solicitations being published.

In this instance the supplier notified, registered with the state using a free public

e-mail service. This supplier now knows that solicitation AD040086 has been
published and is available for response.
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The supplier is given basic details regarding the solicitation, including:
Solicitation Number, Solicitation Title, Type of Solicitation, requesting Agency
and the date the proposals to the solicitation are due.

Also available is a link directly to the solicitation.
In some instances (especially with free public e-mail services), the link to the

procurement does not function properly. If this is the case for the supplier, the
link can be copied and pasted into a separate internet browser window.
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The supplier in the demo highlights the link with his mouse.

Right clicks on the mouse.

And clicks on from the menu.

The supplier then "pastes” the link into the browser address field.
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Autamated eProcurement Syttem

The State Procurement Office (&zSPO)

The Arzona Department of Administration, State Procurement Office, is the central authority for

pracurement in the State of Arzona. Procurement is managed through the development of policies, training,

and agency delegations. We also establish and administer contracts for state agencies and political

subdivisions, These contracts are established from individual requests and focus-group activities with the =
State agencies and participating members of the Cooperative Purchasing Partnership. The Cooperative

Purchasing Partnership includes over 400 colleges and universities, counties, cities, school distncts and

qualified not-for-profit organizations.

Please enter your Username and
Password
Usermame

Password |

- |
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The supplier is redirected to the Spirit login screen. Had the supplier had to

copy and paste the link, clicking on the link would have brought him here as
well.

To respond to the solicitation, you must log into Spirit using your User ID (e-
mail you registered with) and password.

Then click on the ﬂl button.
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Solicitations by Section

You are logged in as: ; i i
- gz@}spo Supplier Solicitation Response 2
L] ] L]
FIroposa
T Submit Proposal
——— Requisition - Solicitation #: AD040086 Contract TBD
%ﬁ - #: #:
ety er Amendment:No Amend. # 0
Created By: Pete Mahnke/Arizona State  Date 09/29/2003
Procurement Office Created:
Requestor: Pete Mahnke/Arizona State  Gov't Arizona State
Procurement Office Entity: Procurement Office
Process Unknown Status: Published
Status:
Date 09/29/2003 Close Date: 09/29/2003Type: RFP
Published:

As mentioned previously, once logged in, the supplier is routed directly to the
solicitation.

Accessing a solicitation is also possible by using the menu tabs to the left.

The Title, Solicitation Number, and status of the solicitation is in the header of
the document.

At anytime, a user can click on the "Help Icon" if needed.

The "Submit Proposal” link is clicked on to create a "Draft" proposal to a
solicitation.
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Document Information

Supplier Solicitation Response 2
Solicitation #AD040086
Published

Page loaded on 09 2003 at 08:40:40 Ak

Document Information 2]

Submit Proposal

Requisition ---—-- Solicitation #: AD040086 ContractTBD

#. #:

Amendment:No Amend. #: 0

Created By: Pete Mahnke/Arizona State  Date 09/29/2003
Procurement Office Created:

Requestor: Pete Mahnke/Arizona State  Gow't Arizona State
Procurement Office Entity: Procurement Office

Process Unknown Status: Published

Status:

Date 09/29/2003 Close Date: 09/29/2003Type: RFP

Published:

Other data identified in the "Document Information" section of a solicitation is:
Requisition #: requisition sent by an agency or created by a PO to initiate the
procurement process. The requisition is not accessible until after award of a
contract.

Solicitation #: Number assigned to this procurement. It will also be the contract
number when awarded. The contracted suppliers number will begin with
ADO040086 and will be followed by a suffix, for example -1. If multiple suppliers

are awarded, they will each have consecutive numbers which are assigned
alphabetically.

Contract #; TBD, to be decided.

The second row contains:

Amendment: No - this indicates that no amendments have been issued.
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Supplier Solicitation Response 2
Solicitation #AD040086
Published

FPage loaded on 09/29/2003 at 03:40:40 Ak,

DocumentInformation | 2
Submit Proposal

Requisition ---—-- Solicitation #: AD040086 ContractTBD

#. #:

Amendment:No Amend. #: 0

Created By: Pete Mahnke/Arizona State Date 09/29/2003
Procurement Office Created:

Requestor: Pete Mahnke/Arizona State  Gow't Arizona State
Procurement Office Entity: Procurement Office

Process Unknown Status: Published

Status:

Date 09/29/2003 Close Date: 09/29/2003Type: RFP

Published:

Amend. #: - 0 indicates the amendment number, if any.

Close Date: date at which proposals to the solicitation are due. Any proposals
to an RFP or IFB not submitted as complete prior to 3 PM MST on the close date
will be rejected. The RFQ deadline time is 5 PM MST on the close date
indicated.

Type: reflects the type of procurement method being used. In this instance it is

an RFP, which as mentioned above will be due at 3 PM MST on the close date
indicated.
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Supplier Solicitation Response 2
Solicitation #AD040086
Published

FPage loaded on 09/29/2003 at 03:40:40 Ak,

DocumentInformation | 2
Submit Proposal

Requisition ---—-- Solicitation #: AD040086 ContractTBD

#. #:

Amendment:No Amend. #: 0

Created By: Pete Mahnke/Arizona State Date 09/29/2003
Procurement Office Created:

Requestor: Pete Mahnke/Arizona State  Gow't Arizona State
Procurement Office Entity: Procurement Office

Process Unknown Status: Published

Status:

Date 09/29/2003 Close Date: 09/29/2003Type: RFP

Published:

The third row:

Created By: indicates the PO who wrote and is likely assigned to the
solicitation. Note that his name is a link. Clicking on the link routes the user to
his contact information.

Date Created: date the soliciation draft was begun.

Fourth row:

Requestor: (this is also alink), indicates the individual and their agency
affiliation that created and sent the requisition. In this instance the PO at the

Arizona State Procurement Office wrote the requisition. It is most likely that this
is a solicitation that will become a Statewide contract.
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Supplier Solicitation Response 2
Solicitation #AD040086
Published

Page loaded on 092920032 at 03:40:40 Ak,

Document Information 2]

Submit Proposal

Requisition ---—-- Solicitation #: AD040086 ContractTBD

#. #:

Amendment:No Amend. #: 0

Created By: Pete Mahnke/Arizona State  Date 09/29/2003
Procurement Office Created:

Requestor: Pete Mahnke/Arizona State  Gow't Arizona State
Procurement Office Entity: Procurement Office

Process Unknown Status: Published

Status:

Date 09/29/2003 Close Date: 09/29/2003Type: RFP

Published:

Gov't Entity: indicates the agency affiliation of the individual sending the
amendment.

Fifth row:

Process Status: indicates at what stage in the procurement process the
solicitation is presently at.

Status: indicates the status of the solicitation.
This last row in the "Document Information" section includes:

Date Published: date the solicitation was issued.
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Solicitation Information

Solicitation Information

PO Assigned: Pete Mahnke/fArizona State Procurement Office

PM Assigned: Rex MartinfArizona State PA Jean Clark/Arizona

Procurement Office Assigned: State Procurement
Office

Priority No Review by 10/01/2003

Solicitation: Date:

Contract Type: Statewide Date To 09/29/2003 3:00

Close: PM

Include Questionnaire? Yes

Solicitation Supplier Solicitation Response 2

Title:

Conference Conference Room A, Conference 09/29/2003 10:00

Location: 100 N. 15th Ave, Ste Date: AM

104, Phoenix, AZ 85007

Description:

Supplier Solicitation Response - the steps necessary within the Spirit
System for the proper response to a solicitation by a business registered
as a supplier with the Arizona State Procurement Office.

Further down the document is the "Solicitation Information" section. The first
two rows of which, contain the PO, PM and PA assigned to the solicitation.

The information in this third row are more of an internal nature. A PM has the
option of setting a solicitation as "Priority" if he or she wishes a final view of the
draft solicitation before it is published. Review by Date: is a date selected for
evaluators or others involved to have any proposals submitted reviewed by.

This row indicates what type of contract this solicitation will become. Either for
Statewide or Agency specific use. It also contains the close date and time.

This row indicates whether or not a "Questionnaire” form is included in the
solicitation for the proposing suppliers to complete.

Finally, the Solicitation Title is listed and the Pre-proposal or Pre-bid Conference
date, time and location.

Description: is a brief summary of the needs or wants of the solicitation. The

wording used in the description also allows a user to search with these
parameters for a solicitation or contract.
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Clauses, Price Sheet and Attachments

Clavses | ¢

Section

Special Instructions

Special Terms and Conditions
Uniform Instructions

Uniform Terms and Conditions
Frice Sheet i ScopefSpecification j Cuestionnaire 1

The "Clauses" section contains the Special Instructions to Offerors, Special
Terms and Conditions, Uniform Instructions and Uniform Terms and Conditions.
Each of these sections is a link. By clicking on one a window is opened
containing each of its clauses, which are also in turn links; allowing for the
viewing of the clause language.

The Price Sheet, Scope/Specification and Questionnaire buttons open those
documents. A user may use any of the buttons or links described in this demo
prior to clicking on the "Submit Proposal” link if they desire.

Attachments | 7
Reg Attachment 1.doc

Scope of Work AD040086.doc

AD040086.pdf

Beneath the buttons described above is the "Attachments" section. This area
allows a PO to include any necessary documentation within a solicitation.

NOTE: when a solicitation is published within Spirit a .pdf copy of the
solicitation is generated. Users may click on the link and save the document for
printing/reference. It is also necessary to do the same with the Scope of Work
or Specification. These documents are not included in the .pdf of the
solicitation when published.
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Submit Proposal

Suppiier Solicitation Response 2
Soficitation #AD040086
Published

Fage loaded on 09/28/20032 at 08:40:40 Al

Document Information 2]

lsubmit HProposal]

Requisition ----- Solicitation #: AD040086 ContractTBD

#. #:

Amendment:No Amend. #: 0

Created By: Pete Mahnke/Arizona State  Date 09/29/2003
Procurement Office Created:

Requestor: Pete Mahnke/Arizona State  Gov't Arizona State
Procurement Office Entity: Procurement Office

Process Unknown Status: Published

Status:

Date 09/29/2003 Close Date: 09/29/2003Type: RFP
Published:

To begin a "Draft" of a proposal to a solicitation click on the 2ubmit Proposal
link. If once begun, you find that the solicitation is not something your

company is interested in responding to, you may either cancel or not submit the
proposal as "Complete.” If the proposal is not submitted as "Complete" it will
be deleted after the close date and time.
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WEimn HgomW | a
etae ADOL00BE
e poarinAs Supplier Proposal for Solicitation
Rl C— Proposal #ADSM-5RULES
Drraft
| SCHIGTLATICNS |
W am F«.’uqurmd Frald
WE- Proposal iInformation
T Proposal #: ADSM-SRULES  Status: Diraft
!g _ Is BAFO? MNo BAFO #: 0
Created By: Joa Azspolloe Supplier Jos Azspo Test
Arspo Test Mame:
Date Created:  08/29/2003 Date Due: 092802003 300PM
Total Price: 5 .00 Date
Submitted;
General Information
Title Supplier Solicitation Response 2
Solicitation ADOM008E Solicitation RFP
MNumber: Type:
m Procurement Pete MahnkelArizona State Procurement Office =|
] borm =R T
lisian| | 2] B Ehlcwlduiw-nd Apphian I = | ADIA : SPERIT - Aubo... 5“!&2‘-3] E-n] ] E’-f-wlm:rﬂ"]
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Proposals by Section

B R e e e e e W e e =lF] x|

deback o+ o= - 0N ) AF | @each [EFwewbe freds |- 2¢O (=]
_m-l|[|rumjlx-m a2 e pO s T TR TS, e (Rt O Dl (e S S PR B MR Ve LT GR N =] Feo | Lrka

SPIRII,

Automated sProcuremsnt Sygtem

o s g 3 ) s
ADOL00BE
s Supplier Proposal for Soficitation
R CO— Proposal #ADSM-5RULEG
Diraft
| SONCRAaons |
[Proposals | a = Reguired Fleld
! q F'TIJFI osal information
L Proposal #: ADSM-SRULES  Status: Draft
@hﬁi‘t Is BAFO? Mo BAFO# O
4 Created By: Jdoa Azspolloe <upplier Joe Azspo Test
Arzpo Test Mame:
Date Created:  09/29/2003 Date Due: OQ29/2003 3:00PM
Total Price: 5 .00 Date
Submitted:
General Information
Title Supplier Solicitaton Response 2
Solicitation ADMOOBE Solicitaton RFP
T e
o B o Procurement Pete Mahnke/Arizona State Procurement Office =
Mstane| | 23] 8 5 || Bk ek dppiom . [[EADOA : SPERIT - Auta. AT ] ] M'F'Iﬁ;ﬁ;'?]

The "Draft" of your to the solicitation is generated.

The header contains the solicitation number, your Proposal number and its
Status.
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Proposal Information
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=SPIRIi;

Atomated sProcuremesnt System

FaaselopEr n o Supplier Proposal for Solicitation ADO4008E
Draft
Ebl Hﬁll :‘IIE
(PrOpOSals | a = Reguired Field
w F'TIJFI osal information
Bl by | Proposal #: ADSMGRULES  Status: Draft
Q!w Is BAFO? o BAFO# 0O
e Created By: Joe Azspolloe  Suppler  Joe Azspo Test
Azspo Test Marme:
Date Created:  09/29/2003 Date Due:  09/29/2003 3:00 PM
Total Price: 5 .00 Diate
Submitbed:
General Information
Title Supplier Solicitaton Response 2
Solicitation ADMOOBE Solicitation RFP
MNumber: Type:
m Procurement Pete Mahnke/Arizona State Procurement Office =
4| Do Rl b T T
Mlston| | 21) 48 el ed Appheat | || tADDA : SPERIT - Auta.. oy N M'Fi}f‘.@‘wﬁu;ﬂ“]

Basic information regarding the Proposal is include in the "Proposal
Information” section.

Your Proposal Number and its status. Is BAFO? indicates "No" at this point. If
and when a "Best and Final Offer" is requested, this field will have "Yes" as the
indicator. The BAFO # indicates the number of the BAFO, i.e. 1, 2, 3...

Created By: lists the User logged in that initiated the proposal. Supplier Name:
is the company submitting the proposal. The name listed in both these areas
are links that can be clicked, which leads to contact information.

Date Created: is the date the proposal was initiated. Date Due: is the close date
of the solicitation, after which no proposals will be accepted.

Once entered "Total Price:" will indicate the total price for all Line Iltems offered
or bid on.

And Date Submitted: will be indicated when the proposal is submitted as
"Complete."
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General Information
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Avtomated eProcurement System

L 2l
Yau ane kgged in as

Jos AZSpO General Information
FTeme | Tithe Supplier Solicitation Response 2
CSollcialons | Solicitation ADMMODBE Solicitaton RFP
o Mumber: Type

mm— Procurement Pate Mahnke/Arizona State Procurement Office

| LOTHFACts Officer

[search | Conference Conference Room A, 100 Conference 09/22/2003
Lacation: M. 15 Ave, Ste 104, Drate: 10:00 A

@H‘“‘ Phoenix, AZ 85007

Description

Supplier Solicitation Response - the steps necessary within the Spirit
Sysbem for the proper response to a solicitation by a business registered
as a supplier with the Arizona State Procurement Offica.
Clauses
i
Special Terms and Conditions
Uniform Instructions
Linifarm Terms and Conditions

1) & | reeme
listan| | 2] & Ehm-uidawvnd%m .|:r_:m::-nmrr-mm_ L'_.-IQI;E‘-]]UmN WM EEE oo

Information regarding the Solicitation is listed in the General Information
section.

Title, Solicitation Number (solicitation number is a link that routes back to the
solicitation itself), and the Solicitation Type.

The Procurement Officer assigned and his or her office affiliation.
Location, date and time of the Pre-bid/Pre-proposal Conference (if scheduled).

Again the "Description” of the solicitation is included.
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Clauses (Instructions & Terms and Conditions)

Clauses

Special Instructions

Special Terms and Conditions
Uniform Instructions

Uniform Terms and Conditions

The "Clauses" section contains links to the Special Instructions to Offerors,
Special Terms and Conditions, Uniform Instructions and Uniform Terms and
Conditions.

Click on the Special Instructions |ink to open a window containing the clauses
included.

Each clause can be clicked on to open the language included in that particular

clause.
_a:ﬂ'!uII:‘|||P:|I..1Ir||||r.|-|.|l:l Farnsait [ndernet Explarer = =100 =] =¥ =]
ek -+ _ @ 5] 2 s Solicitation Clauses i
| Aktrwas [ ) g Jizonesn sz goviagoi Special instructions ~] e | Lok
| Solicitation ¥ AD040086
L Fiaoe baded on DS2HA003 S 0S4T00AM ]
CL ¥ Clause Name E&
Bid Bond
i B toged i 25 s ~ -
I " Tl u
o AZapin Sl e urmeriation
Rl Co— L) e
0 i Lir| Ianutactres s Recrasentalive
| FTOpOSAals | T4l CEM Waintenance/Semce Cenbsrs
Ir oy PO e TS
[Search frem Status
a1, Offer Crople == Pending
@\ﬁ'{"t‘ « 2. Price Sheet e Wi Pending
» 3. Cuestionnaire e Wi Pending
@ 4. Insurance e Wiensr T
a5 BdBond = =0 e il A,
« 6. Performance Bond rmmmans Wigny MEA,
Potentially Reguired In the Future
1. Clarification Responze et —mmmeenen Mot Yet
Reqguired
2. Megotiations e e Mot et
Reqguired
3. BAFOD e et Mot Yet
ﬂm;r;t:mmﬂ;ﬂd:ln&m+mm.'ﬂh’.'rn? ) ol reemat
lstare| | 25} % 5 || Eeevebdekered Apphoan | 818008 - SEINIT - stonst || & ]SPORET: Soicitation CL. Eopf D ON=EEEIET oo

Click on E¥alUatian
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Topic: Supplier Solicitation Response

W 5 =0 =] MEE|
. T | acial Insir 5 - | - |
dapet + = - N G SR Pyses| Solicitation # ADO4008E
| e ] e it o geviaae | [
|
In accordance with the Arzona Procurement Code 41-2534,
Competiive Sealed Proposals, awards shall be made to the
responsible offeror whose proposal is determined in writing to be the
| most advantageous to the State bazed upon the evaluation criteria
[T T IHGo ] = | listed below. The evaluation factors are listed in their relatve order of  — =]
Yau are lagged in as =l importance.
Joe Azspo =Tl
Ll !'—"Z_ 1 and 2 carry the same weight.
CSONCITAlons | U 3 and4 carry the same weight.
Idﬁi?iﬁll T4 =l
| Loniracts | Innramy roeg o e IEnTs
[Search ttem Status
a1, Offer (B - Panding
@u‘i‘(l # 2. Price Sheet e Mg Pending
» 3. Cuestionnaire e Wienar Pending
@ d. Insurance e Wi A,
« 5. Bid Bond sremreases Wi T
» B, Performance Bond s Wigner MR,
Potentially Reguired In the Future
1. Clarification Responze et e Mot Yet
Required
2. Negotiations et et Mot Yet
Required
3. BAFO e et Mot Yet
ﬂm;m:mu_rq;m:.mwm+mmf.w.mj & [ reema
listan| | 2] & H}m-udd:w:d%m | R | ST - Atoresi | & | SPERET: Goficitakion CL. 5”@3“@" M EEC osoam
The "clause” and its language is opened.
;y':lu||:'m|_n||..1|mur.l.:u|n N T — E o [ 1 | eS|
T = | =
ol e M‘f In accordance with the Arizona Procurement Code 41-2534,
| Poe [ s llsnes @ gt | Competitive Sealed Proposals, awards shall be made to the S A
- responsible offeror whose proposal is determined in writing to be the
miost advantageous o the State based upon the evaluation criteria
listed below. The evaluation factors are lsted in their relative order of
importance. E
| 1 and 2 carry the same weight. -
-.rmii | 3 and 4 carry the same weight. e
Jos AZEp0 Sp =
=Gl L Gl L 1. Conformance to Terms & Conditions and to Scope of Wark
2. Methodology
| FTOposals | i¥ 3 Contractor Support
w I | A B dmenmnt anel P besinbe Tosbs A e s i ﬂ
[SEarch tem Status
@1, Offer Craate  —-——- Pending
EEN:I&"I" a @ 2. Price Sheet e Wi Pending
» 3. Cluestionnaire e Wi Pending
@ 4. Insurance et Wienar A
a5, Bid Bond v Sl N
« . Parformance Bond — Wi 1)
Potentially Reguired In the Future
1. Clarification Responze et —mmmeenen Mot Yet
Reqguired
2. Megotiations e et Mot Yet
Required
3. BAFOD e et Mot Vet
ﬂm-;ru:mu_m;m:-muu:pdﬂmmf.m.mj O o reemat
Mstane| | 23] 8 D) || Eeevsbdokered Apphoan | 8718008 - SR - st || & ]sPORET: Soicitation CL. Eop D ON=EEEET oo
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furusuit Intem _ =i =]
| most advantageous to the State based upon the evaluation critena =] A
dedack = = - 3 F] S| Gses| listed below. The evaluation factors are listed in their relatve arder of
Ardrwan | ] i isparitea a}wx_'lu:c'_ impnrtaﬂce.

X IRAT: Skt atnen Clouse - “Hcroset Inbermet Explores

T ADDS | SFTRIT - pastnmisted .

G | Lok ¥

| 1 and 2 carry the same weight
3 and 4 carry the same webght_

TIJ

| 1. Conformance to Terms & Conditions and to Scope of Wark
L — | 2. Methodalogy O =]
Yau are kgged in as | A Contractor Support
. J:’E:mp':' I.Ir 4. Equipment and Desirable Technical Requiremeants
[ FTRnE | =1
SONCHatone | L ek | [ciesh £
(FTUPOSAIS T4 _ ) )
WE- ] ol ACHES ANE MAairtained by e Anzong Stabe Procurament Cfice =
Innramy e o e TS
R Lo — tem S
a1, Offer (B - Panding
@H‘i‘(‘ # 2. Price Sheet e Mg Pending
» 3. Cuestionnaire e Wienar Pending
@ d. Insurance e Wi A,
» 5. Bid Bond e Wiy MNIA,
s B. Parfarmance Bond s Signar )
Potentially Reguired In the Future
1. Clarification Responze et e Mot Yet
Required
2. Negotiations et et Mot Yet
Required
3. BAFOD —————— e Mot et
mm;m:mw—m;m:mnnwﬂmw.w.mj & | reeme
listan| | 2] & Ihlc-mdduwvnd Apphian | R | ST - Atoresi l‘l_'.:'JlFEIT.' Soficitation Cl.. 5”@'-3] Wl MM EET oo

Click on the ﬂl button to return to the list of Special Instruction section.
You may also click on the "Close" button to return to the proposal.

. . Close
You may then view other clauses or click on the button to return to the

proposal.

The same procedures can be followed to view the other documents and their
clauses. To view the Special Terms and Conditions click on the link.

Page 22



Created on 10/8/2003 2:22 PM Topic: Supplier Solicitation Response

To Do List

To Do List

Initially Required Items

Item Status
o 1. Offer Create = ---—-—-- Pending
2. Price Sheet = memeeeeee View Pending
@ 3. Questionnaire @ =000 —emeemeeee View Pending
4. Insurance 00 eememmeee- View MN/A
5 BdBond @ e View N/A
2 6. Performance Bond = ———emeeme View MN/A
Potentially Required In the Future
1. Clarification Response s oo Mot Yet
Required
2. Negotiations = eeeeeem e Mot Yet
Required
3.BAFO e e Mot Yet
Required

The "To Do List" is the area within your proposal where most of the response
will be addressed.

1. Offer: Click on "Create" to fill in the Offer and Acceptance form.
Acknowledgement of this form obligates the supplier to go into contract with
the State of Arizona, if awarded a contract.

2. Price Sheet: Contains the Line Items which describe the services or goods
being solicited. The user clicks on the "View" link to complete the Price Sheet.

3. Questionnaire: Click on the "View" link to open that document and answer
the questions as posed by the solicitation.

4. Insurance: Is a savable and printable document that must be completed
outside the system and submitted to the Arizona State Procurement Office
before any service or goods can be sold off a contract, if awarded.

5. Bid Bond: Is a savable and printable document that must be completed
outside the system and submitted to the Arizona State Procurement Office, prior
to the close date and time of the solicitation. It will then be scanned by the state
and attached to your proposal.
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To Do List

Initially Required Items

Item Status
e 1. Offer Create = ----—-- Pending
@2 PriceSheet = ceeeeeeee View Pending
@ 3. Questionnaire @ == semeemeeee View Pending
od.Ilnsurance 00000000 eememmeee- View MN/A
5 BdBond = e View N/A
2 6. Performance Bond = ———emeeme View MN/A
Potentially Required In the Future
1. Clarification Response - ——omeeeme Mot Yet
Required
2. Negotiations = seeeeem e Mot Yet
Required
3.BAFO e Mot Yet
Required

6. Performance Bond: Is a savable and printable document that must be
completed outside the system and must be submitted to the Procurement Office
if awarded a contract and prior to any work being done or goods sold based
upon the contract.

Within the "To Do List" is an area entitled "Potentially Required in the Future.”
It is not required to do anything with these three steps unless instructed to do
so after the close date and time.

1. Clarification Response: If necessary, during the evaluation, you may receive
e-mail notification that a "Clarification Response” is requested. This may due to
something that is not clear to the evaluation committee reviewing your
proposal. To respond, you will need to either click on the link included in the e-
mail notification and be redirected to the "Clarification Request" or you can use
the navigation menu on the left. A "View" link will be available should you
manually navigate to this section.

2. Negotiations: If negotiations are deemed necessary by the PO; as with the
Clarification Response, you will receive notification of negotiations being
initiated. Either use the link included in the notification or click on the "View"
link available in this section.

3. BAFO: If your proposal is found to be reasonably susceptible of award and
the PO deems it necessary a Best and Final Offer may be requested. Again, you
will be notified via e-mail that step in the procurement process has been
initiated. Follow the link within the e-mail or navigate manually to this section
and click on the "View" link to respond.
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Confidential Information
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Atomated sProcuremesnt System

WL — e -

You ane lgged in E-& 2. Megotations Mot Yet |
Joe AZspo Reguired

| Frofile | 3. BAFO e Mot Yet

| SOICRAnoNns | Required

mm Payment Terms
by gemin s Contract Payrment | s Contract | ARD.
[SEarch Terms: Delveey:  Days

dential Information

=l
Add Flemorss
Mone
m Save as: ~ Draft ~ Complete -~ Cancel
e B s =
1) 2 ol reemat
Mlston| | 2] a8 mmmmw. |.¢_:m:w-err-mm_ 55@3“&" R EIT  omiam

Contract Payment Terms are entered in this field and Contract Delivery as
specified in the Special Terms and Conditions is entered in this field.

Any information included in your proposal that you consider of a confidential
nature must be cut and pasted into this window. Reference should be made as
to its original location within the document(s) the language was taken from.
Information included in the "Confidential Information" section will be viewable
only to those within the State of Arizona that are authorized.
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SPIRII,

Atomated sProcuremesnt System

+ Contract Payment | + Contract ARO, 2l
Terms: Delivery- Days

[ im0
You ané kgged in as
Jis ATSOO
| SOULRATONS |
[FIUMOSaTS )
[ OTRIALIS |

QELHEHHQ

Add R

Nona

Save as: « Draft ~ Complete « Cancel

= Farial

These pades are maintainad by the Arzona Sabe Procurement Oifice
Flearse sand Comimsnts, Suggestions, of questions 1o the Sits Adaini Siraio
{oh 2003 Sate of Anzona Department of Administrabon, Anzona State Procunsmesnt Cihice

m X

| D | et
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The "Attachment" section allows a supplier submitting a proposal to attach any
documents they feel necessary to complete their proposal.

NOTE: due to the size of some files it may take a brief period of time to attach
any given document. If not necessary, do not include unneeded images or
graphics in attached documents. If the file is large, it could take a few minutes
to attach effectively.

The file names of any documents you attach will appear here as links. Clicking
on the file name link will open the document.

You may also remove any attached documents by clicking on the "Remove"
button.

More on the addition and removal of attachments later.
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Save as: Draft or Complete
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Atomated sProcuremesnt System
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Terms: Days

Joa ATapn Delivery:
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CSolications | Confidential Information

Add R
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Save as: « Draft ~ Complete « Cancel
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These pades are maintainad by the Arzona Sabe Procurement Oifice
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The Spirit system default for most documents created in the application is
"Draft." To save any work to date, be sure the "Draft" radio button is selected
and click on the "Submit" button.

When you are satisfied that your proposal to a solicitation is complete, select

the "Complete" radio button and click on the S button. If necessary,

you are able to cancel a proposal. If thatis done and you intend to submit, you
will need to begin all over again.
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Cancel/Withdraw Proposal

For whatever the reason, a supplier may decide that they do not wish to
complete or continue with a proposal. A supplier may also have “submitted”
their proposal as “Complete” and would like to make a change to it. The
supplier has a number of choices at their disposal.

Subimit ‘ HesetJ

They may select “Cancel” at the “Save as” status area and click on the

M button

OR

Suppliier Proposal for Solicitation AD040088
Proposal #ADSM-5S4LCH
Draft

Page loaded on 10/07/2003 at 09:17:54 Al

Proposal Information
Cancell

At the top of a proposal, note that there is a “Cancel” button. This button is
only available when the proposal is in “View” mode, prior to clicking on the

“edit” E icon. Itis also available after you have submitted your proposal as
“Complete.”
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Reinstate a Proposal

Supplier Proposal for Solicitation AD040088
Proposal #ADSM-554LCH
Complete (Cancelled

Page loaded on 10/07/2003 at 09:24:00 Ak,

Proposal Information I
Reinstate I

Once you have selected “Cancel” whether by clicking on the
Feinstate |

canc8l | putton or

by selecting the “Cancel” status and submitting; a button will then be
available at the top of your “Cancelled” proposal. You may then click on the

REmstole |button to make your “Cancelled” proposal active again.

NOTE: The Cancel and Reinstate functionality is not available after a
solicitation has Closed.

= WA
5""“."1-:'l:i:iﬁ!-r"ll-:'I-.ﬁ'-'n'r?lﬁiﬁ'-'
*r.'m:l-uél'“
ou are legged inas:
e Arapss Mj" PFGPO&EIS
Radie Ca— By Solicitation Nunzber
=0 TONS R A
Froposals Solicitation # Proposal # Type Status  Supplier Title Created Date
| LOniracts | doa Supplier
o ADDAO006 %QDEZLCJE RFP Draft  Azspo  Solicitation  0Qf20¢2003
W H Test REEDUHEE 3
@w_ A DSk Fepctad-  Jog Supplisr
P ADMMOCES o= RFP Missed Azspe  Solicitsion 09282003
T Deadine  Test Responsa
AT o
ADDAOCTE —"L'j"ll—:;qtul_.w.l. RFF  Diaft ATspn e Req Ogr232003
L R Test

Whether submitted as "Draft" or "Complete" you will be routed to the "My
Proposals By Solicitation Number" section of the Spirit application.

Note that the status of your proposal (on top) is "Draft." To continue with your
proposal click on the proposal number link.
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o e M_Y Pmpasals
"Profile ] By Solicitation Nunrher
L] atio " " o
| Froposals | Solicitation # Proposal# Type Status  Supplier Title Created Date
doa Sipplier
P — ADDAONEE % RFE Draft  Azspo  Solidlation  09/2062003
Test Fesponge 2
ﬂ o ADSHL Repcted. Jos Supplier
. ADCOCES SREMEA RFF Missed  Azspo  Solicitation 0902602003
Doading Test Responsa
ADSh Joe
AO0AA07FE 2 RFF Diaft AZSp0 Fex Req 0arzarz2o03
= SEhPET Tast

After a proposal has been submitted as "Draft" or "Complete" you are returned
to the "My Proposals By Solicitation Number.

Had you saved the proposal as "Draft," logged out and returned at a later time to

continue your draft of the proposal; you would click on the _
tab, then clicked on the "My Proposals” tab from the sub menu to bring this
page up to continue.

o e M_Y Pmpasals
"Profile ] By Solicitation Nunrher
L] atio " " o
| Froposals | Solicitation # Proposal# Type Status  Supplier Title Created Date
doa Sipplier
P — ADDAONEE % RFE Draft  Azspo  Solidlation  09/2062003
Test Fesponge 2
ﬂ o ADSHL Repcted. Jos Supplier
. ADCOCES SREMEA RFF Missed  Azspo  Solicitation 0902602003
Doading Test Responsa
ADSh Joe
AO0AA07FE 2 RFF Diaft AZSp0 Fex Req 0arzarz2o03
= SEhPET Tast
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ADSM-
SRULE6

Click on your proposal number link

Note: were you to click on the solicitation number link, you would be able to
click on the "View My Proposal” link at the top of the solicitation.

Supplier Proposal for Solicitation AD040086
Proposal #ADSM-5RULEG6
Draft

Fage loaded on 027292003 at 084506 Ak,

Cancel
Proposal #: ADSM-5RULES Status: Draft
s BAFO? No BAFO #: 0
Created By: Joe Azspo/loe Supplier Joe Azspo Test
Azspo Test Name:
Date Created: 09/29/2003 Date Due: 09/29/2003 10:00 AM
Modified By: Joe Azspofloe Date 09/29/2003 08:42 AM
Azspo Test Modified:
Total Price: $ .00 Date
Submitted:
Your proposal; like most documents you will work with in Spirit, opens in view
mode.

Click on the "Edit" icon (pencil) to change it to edit mode.
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Aomated efrocurement System

G [Ggom | -
e ADO4008E
e oty Supplier Proposal for Solicitation
Profe Proposal #ADSM-5RULEG
Diraft
| SOICRallons |
[ Proposals | a = Redguired Fleld
fContracts | Proposal iInformation
g Proposal #: ADSM-5RULES Status: Draft
—— Is BAFO? he BAFO# 0
&mu Created By: Jos Azspoilog Supplier Joe Azspo Test
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Now that the “Edit” icon is gone, you may continue with your proposal.

In drafting your proposal to a solicitation, you do not have to complete required
forms in a particular order. You may consider it best to complete the "Offer"
form last.

For the sake of this manual, we will proceed in the order each document/section
appears in the proposal.
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Created on 10/8/2003 2:22 PM Topic: Supplier Solicitation Response

1. Offer

To Do List

Initially Required Items

ltemn Status
o1.Offer [Create|]  -——-——o- Pending
@2 Price Sheet = e View Pending
@ 3. Questionnaire @ =000 ————e——- View Pending
o4 Insurance 00000 cemmeeeee- View MNFA
¢5.BdBond @ e View N/A
¢ 6. PerformanceBond @ - View MNFA
Potentially Required In the Future
1. Clarification Response Not Yet
Required
2. Negotiations Not Yet
Required
3. BAFO Not Yet
Required

To complete the Offer and Acceptance form (Offer), click on the M link
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Offer
Solicitation # AD040086
Supplier: Joe Azspo est

= Required Field

ofgr ./ 7
TO THE STATE OF ARIZONA;

The Undersigned hereby offers and agrees to furnish the material, service ar
construction in compliance with all terms, conditions, specifications and amendmeants
inthe Solicitation and any written exceptions in the offer. Signature also certifies
Small Business status.

Tax Information
Arizona Transaction (Sales) N/A
Privilege Tax License No.
Federal Employer Identification 563794213
No.
Location Information
Company Joe Azspo Test
Name
Address: 1211 W Monkey St
Suite 100
St Phraxas, AZ 85555-1236
Clarification Information

Name: ]

Phone: | | | Fax: | | |
Electronic Signature
Name: Joe Azspo Date: 09/29/2003 08:45 AM
o Title: I

The "Offer" opens.
Note that this is just the top portion of the form.

Enter the name of the individual that will be the main contact for this proposal
and any clarifications.

Enter the phone and fax number.

Enter your title.
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¢ Certification
Status: Pending
By Accepting below, the bidder certifies:

1. The submission of the offer did not involve collusion or other anti-competitive
practices.

2. The bidder shall not discriminate against any employee or applicant for
employment inviolation of Federal Executive Order 11246, State Executive Order

To5or ARS &8 41-1461 through 1465,
3. The bidder has not given, offered to give, nor intends to give at any time hereafter

any economic opportunity, future employment, gift, loan, gratuity, special discount,
trip, favor, or service to a public servant in connection with the submitted offer. Failure
to provide avalid signature affirming the stipulations required by this clause shall
result in rejection of the offer. Signing the offer with a false statement shall void the
offer, any resulting contract and may be subject to legal remedies provided by law.

4. The bidder cerifies that the above referenced organization T is TCisnota
small business with less than 100 employees or has gross revenues of $4
million or less.

Accept ‘ Reject ]

The bottom half of the Offer and Acceptance Form contains a statement of
certification.

You will need to read this certification prior to submitting the "Offer" form.

4. select the radio button indicating whether your company is a small business
or not.

Once completed, click on the ﬂ] button.
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SPIRIi;

Atomated efrocurement System

ki To Do List
TEE Rl jnitially Required items
(Profiie — ] fem Stalus
« 1. Offer e Wienar Complate
—— s 2. Price Sheet —— iew Pending
| Froposals | a 3. Duestiannaire il i Pending
a4, Insurance [ Wi A,
[ Contracts | 5. Bid Bond pe— View MFA,
[Search | » B. Performance Bond e Wienar A
Potentially Reguired |n the Future
M 1. Clarification Respanse e —— Mot Yet
Required
2. Negotations e — Mot et
Reguired
3, BAFO P [ Mot et
Reguired
« Contract Payment] = «Contract | ARO.
Terms: Delivery: Cays
m e ———————————— =
& |5 [ et 2
Wstert] | 1) 8 5 || Pt dsbered tgpbon . |[EAGOR : sPmRIT - At R ] B b AT

You are again back at the proposal “To Do List.” Note that the “Status” of the
“Offer” is now “Complete.
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2. Price Sheet

T AOTA L SFTRIT - Al it ed ePencue ement Spstes - PIrrsnlt Inbernet Eeplones = ] =]
Pl E View Paorine  Took  Help -
depack - = - @GN 3 A% Psewch [EFwodes reds O | T4 2 O (=]

_m-llﬂNthlﬁ.-m a2 e ool st FEF TR TSR naf Pedea oty T ropendd o s b b e 2050 GR RPN ﬂ el _th"‘

o 1l I B Price SRasL, Siick o Eha ~View" iRk

Yo e t0gged in 25 L -
gt inttially Required ttems
(Profile ] fem . Stalus
@ 1. Ciffer e iew Complate
—— s 2. Price Sheet —— [iew] Pending
| Froposals | a 3. Duestiannaire i g Pending
» 4, Insurance eessinans Migwr M8,
| Conracts | « 5. Bid Bond ] Wiy A
Rl — » B. Performance Bond e Wiensr A
Paotentially Reguired In the Future
am 1. Clarification Response e —— Mot Yet
Reguired
2. Negotations e — Mot et
Reqguired
ABAFO 3000 e s Mot Yet
Reguired
a Contract Payment] = «Contract | AR.O.
Terms: Delvery: Days
- T ———————————————————————— =
] P view 3] ADSMLSRLL DS, Pro, Ve & | meemat
histont| | 5 8 2 || Bk isbered aopbion . |[EAnan : sRoRIT - ke FEal Dy DN EEERT  ommam

To fill in the Price Sheet, click on the "View" link
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Proposal Price Sheet
Solicitation # AD040086

Price Sheet
Please record pricing for products as requested on the Solicitation Price Sheet. If
necessary, include an attachment with your proposal regarding the detail note requested
for Line Item number one (1).

Solicitation RFP Tabulation By Line Items
: Grouping:
# Commodity Code Description == o, Unit Ext
i Cm Code Commodity Code ltem Description MeRiele oeny oy 0 Price Price
ltem #
MWotor Scooters and Trucksters,
0070-0018 Engine Driven (Including all Terrain
1 Yehicles) FFP 25 $ .00
0070-0018- : :
0005 Medium Capacity
Wotor Scooters and Trucksters,
0070-0020 Electric Powered (Including Golf
oA Carts and All Terrain Vehicles) FFP 25 $ .00
0070-0020- ;
0002 All Terrain
Total: $ .00

Close | Reload |

The Price Sheet with instructions opens.
Though there are no lines; the screen is broken into columns:

LI #: Line Item Number

Cm Code#: Commodity Code Number

Cm Code Item # Commodity Code Item Number

Manufacturer: If requested you must enter the manufacturer of good offered.
Once you enter it, it will appear in this column.

Pricing: click on the link to view the pricing definitions: FP=fixed price,
DLP=discount off list price, PLP=percentage of list price

Qty: Quantity

%: if a percentage off or of were requested, your entry would appear in this
column

Unit Price: price you enter per each unit.

Ext Price: system calculates extended price and fills in the blank
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Proposal Price Sheet
Solicitation # AD040086

Price Sheet
Please record pricing for products as requested on the Solicitation Price Sheet. If
necessary, include an attachment with your proposal regarding the detail note requested
for Line Item number one (1).

Solicitation RFP Tabulation By Line Items
: Grouping:
# Commodity Code Description == o, Unit Ext
i Cm Code Commodity Code ltem Description MeRiele oeny oy 0 Price Price
ltem #
MWotor Scooters and Trucksters,
0070-0018 Engine Driven (Including all Terrain
1 Yehicles) FFP 25 $ .00
0070-0018- : :
0005 Medium Capacity
Wotor Scooters and Trucksters,
0070-0020 Electric Powered (Including Golf
oA Carts and All Terrain Vehicles) FFP 25 $ .00
0070-0020- ;
0002 All Terrain
Total: $ .00

Close | Reload |

The commodity code number is the high level code(s) you entered when your
company registered in the Spirit system.

0070 is Motor Scooters and Trucksters
0018 is Engine Driven

0005 is Medium Capacity. This is selected by the PO based upon the
goods/services requested in the requisition.
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Topic: Supplier Solicitation Response

Proposal Price Sheet
Solicitation # AD040086

Price Sheet
Please record pricing for products as requested on the

Solicitation Price Sheet. If

necessary, include an attachment with your proposal regarding the detail note requested

for Line ltem number one (1).
RFP

Tabulation

By Line Items

Grouping:

# Commodity Code Description == o, Unit Ext
i Cm Code Commodity Code ltem Description MeRiele oeny oy 0 Price Price
ltem #
MWotor Scooters and Trucksters,
0070-0018 Engine Driven (Including all Terrain
1 Yehicles) FFP 25 $ .00
0070-0018- : :
0005 Medium Capacity
Wotor Scooters and Trucksters,
0070-0020 Electric Powered (Including Golf
oA Carts and All Terrain Vehicles) FFP 25 $ .00
0070-0020- ;
0002 All Terrain
Total: $ .00

Close | Reload |

To fill out information to complete the Price Sheet click on the Line Item number

link 1 (highlighted in yellow).
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Proposal Line ltem
Proposal # ADSM-5RULEG
Line ltem # 1

Fage ded on O9/29/2002 at 034707 Akd.

e = Reqguired Freld

Line Item # 1 P

00700018 Motor Scooters and Truclksters, Engine Driven
iincluding all Terrain Yehicles)

0070-0018- Medium Capacity

0005

Srp Pricing  Qby [ Y @ Lnit Price Ext Price

----- FF 25 Each MeA | $ .00

> |
Manufacturer:
o Model: |
o Catalog #: |

Catalog |

LURL:

o Catalog |
Date:
o Part #: |
* Please provide a break down of the pricing of
additional parts included with each scooter.

|

Create Alternate ]

Save as: ~ Draft ©~ Complete

Subrmit ] Cancel 1 Heset]

The Proposal Line Item window opens allowing for the entry of the required
information.
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Created on 10/8/2003 2:22 PM Topic: Supplier Solicitation Response

Enter a Unit Price for the goods or service offered.

Enter a manufacturer

Model name of product offered.

Catalog number or name the item can be found in.

If you have a website where this product is available you can enter its URL here.
If awarded a contract this link will be located with your contract in Spirit so that
contract users will be able to follow the link to the product.

Enter the Catalog date

And a part number

@ Please provide a break down of the pricing of
additional parts included with each scooter.

This area above, may be included if the PO deems it necessary. The notes may
differ from solicitation to solicitation.

Please note that the previous fields requesting various information may vary
from solicitation to solicitation.

The "Create Alternate” button will be discussed shortly.

As with the forms in the Spirit system, the "Save as:" status defaults to "Draft."

If you are satisfied with your work, you can change the status to "Complete" and
click on the "Submit" button.

If you do submit as complete, you will still be able to edit your work.

Spirit requires that all forms be Saved as: Complete before you are able to
submit your proposal as "Complete."
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This Line Item allowed for an "Alternate" to be proposed in addition to that
required by the solicitation. An alternate may not be an exact match to the
Specifications, however, the supplier may feel that this could meet the need.
There is no guarantee that the “Alternate” will be accepted, but it will be
considered.

Click on the Line ltem number link 1 to return and create an "Alternate" offer.

Creating an Alternate Line Item

Create Alternate |

Save as: « Draft © Complete

Submitl Cancel 1 Hesetl

Once in the Line Item, to create an "Alternate," scroll to the bottom of the

Create Allerate

window and click on the | button.

Spirit creates a duplicate of the information you entered for Line Iltem number 1.

The supplier may then replace that information with the correct or appropriate
detail.

Note that this is Line ltem # 1la

This supplier may be offering an "Alternate" that is equal to the main product
offered. Itis a different "Model" and the price is likely lower.

Once the appropriate information is edited, the supplier changes the "Save as:"

status to "Complete" and clicks on the M button.
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Created on 10/8/2003 2:22 PM

Topic: Supplier Solicitation Response

This solicitation Price Sheet included two line items, so the supplier clicks on
the Line Item Number 2 link to fill out that information.

Note: If the Solicitation Price Sheet is set up to be evaluated by line item, and
the contract can be awarded by line item a supplier does not have to make an
offer on all line items. You must, however, enter zero in the line item area as
well as “NO OFFER OR NO BID” in each of the required fields in a particular line
item.

Price Sheet .
Please record pricing for products as requested on the Solicitation Price Sheet. If

necessary, include an attachment with your proposal regarding the detail hote requested

Line Item number one (1}.

Tabulation By Line Items

Grouping:

Unit Ext
Price Price

LI# # Commodity Code Description
Cm Code Commodity Code ltem Description
ltem #

Manufacturer Pricing Qty %

Motor Scooters and Trucksters,
0070-0018 Engine Driven {Including all Terrain

Wehicles) Mewstam FF 25 $1,00000 $ 2500000
0070-0018-

0005 MWedium Capacity

|—

Motor Scooters and Trucksters,
0070-0018 Engine Driven (Including all Terrain

la Yehicles) MNewstam FF 25 $80000 $22250.00

0070-0018- . .
0005 MWedium Capacity

Motor Scooters and Trucksters,
0070-0020 Electric Powered (Including Golf

Carts and All Terrain Vehicles) Mewstam FF 25 $1265000 %31,25000
0070-0020-

0002 All Terrain

[

Total: $ 56,250.00

Close Reload

Once aline item is filled in and submitted, regardless of whether or not as
“Draft” or “Complete,” the supplier is returned to the "Price Sheet."

Note that Spirit has calculated the Extended Price for the three offerings and the
"Total Price."

The Price Sheet is complete.

The supplier clicks onthe =" I button. The user may also click on the
price sheet windows X
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I A SFIRTT - Astnimatesd eProoeer e Spsteen - M sl Inbernet Explones =lF] =]
Pis e Vew Fasosise  Tock i -
dedack o+ = - G | PAsesch [ElFwoder geeds O | T ZF O (=]

| Addrean | Pt s, a2 oo P PSR R PSR, 0 Pt 2 01 T, (e BB PRSP e L5 R =] en |l

SPIRIi;

Autcmated eProcuremsit System

i Lo, To Do List =
TouEE Al NS jnidally Required items
Ralicl C— M R
@ 1. Ciffer e Wienar Complate
e 2 Price Sheat — \fiew Complate
| Froposals | @ 3. Questionnaire e Wi Pending
a4, Insurance eessanns gy IMEA,
[CORracts™ | 5. Bid Bond — Wiewy A,
Rlh L — » B. Performance Bond e Wienar A
Potentially Required In the Future
Em 1. Clarification Respanse e I Mot Yet
Required
2. Wﬂnm e — Mot et
Required
3. BAFO —— — Mot et
Reguired
# Contract Payrment | » Contract | ARO.
Terme: Delivary: Day=
m T ——————————— - |
4] openngpags | . g (PR T2 2eckch . P " 5 | et
dlisian| | 2] & EMMMW: .|Eg_‘,nm:umrr-amn_ 5“@3“@" MU EEE. osnam

Note that the "Price Sheet" status is "Complete."

Had the supplier left any of the Line Items in "Draft" status, the status of the
Price Sheet would still have reflected "Pending
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3. Questionnaire

T A0e  SETRIT - st nnsebesd ePeour ement Systen - PECRosolt Inbesmet Bsplones = lF| =]
Pis e Vew Fasosise  Tock i -
dedack o+ = - G | PAsesch [ElFwoder geeds O | T ZF O (=]
| Addre | Pt s, a2 oo P PSR R PSR, 0 Pt 2 01 T, (e BB PRSP e L5 R =] en |l
=SPIRIi;
Autcmated eProcuremsit System
i Lo, To Do List =
st E nitially Required ftems
[Profife =1 M R
@ 1. Ciffer e Wienar Complate
e @ 2. Price Sheet e Wienar Complate
| Froposals | @ 3. Questionnaire e Wi Pending
a4, Insurance . Wi B,
| Contracts @ 5. Bid Bond Rt Winar i,
Rlh L — » B. Performance Bond e Wienar A
Paotentially Reguired |n the Future
E!I Zhzied 1. Clarification Response e I Mot Yet
Required
2. Negotations [T (Er— Mot et
Required
3. BAFD P Mot et
Reqguired
@ Contract Payment]| e« Contract | ARO.
Terme: Delivary: Day=
L] |5 o mmeme
Wlstan| | I & D | Bt dskered Apphoan .|Eg_‘m:umrr-amu_ Eopp Dy ON=EEERT o

To answer the Questionnaire, click on the V'ﬂ link.
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W AGS | SFTRTT - At imistesd sPancarpniss Byale - v =l F| x|
' D =F 10T Questionnsire - Micrasolt Inbermel Esplines i Il -
pak - - ) G R Qe [ OOTGROUON R ACUSOUOD =)
e S e B
| @ = Reguired Field
jQuestions 7
Instructions
| Please answer accordingly. Failure to do so could have an adverse
T T | affect on the evaluation of your proposal, =
You ane kgged in as | Cuestions
_ J}Emm Il‘.imi 2 1. Completely identify all excepbons that have been taken to the [0
Hﬂ_ E ¢ specifications.
i ife . | =]
[FTULULANS a3.14 =
#4. 1| »2_ Please list at least 3 professional references.
| LOTRI 4GS | a5 =
Eiicmsss S
Paote . 3 ’ :
QE 1 EI: « 3. Offeror is to provide the name of proposed subcontractor(s) if any
e ] | portion of the requirement is to be subcontracted, detail work to be <
2. Negotistions === ' e s Mot Yet
Reguired
ABAFO 200 e s Mot Yet
Required
» Contract Payment] = s Cenlract | ARO.
Terms: Delivery: Cays
- I T ———————————————————————— | =
i | iwvancriph: viewOumstiorrainel 'ADSH-SRILET, Yar') 2l reemst
ston| | i3] 8 D) || ERmevebdekered Apphian | 888008 - SPBIT - torst ”m LAETAn el T EET 1 B - - e

The PO will have included instructions for properly filling the form out.

If you choose to, you may copy and paste the answers in the appropriate field
from a separate document. This document will have to have been saved as a
"Plain Text" document. Some formatting in word processing software may not
translate properly. Or you may type the answer in directly.

Each question is accompanied by a Red Dot (required field), you must answer
each question in its answer field.
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| 0 A0 SETHIT - At vanated sPmicarsnims Bisle - Micrill inboimel Des =] =
» v T =F 101 Questionisre - Ficrosolt Dibesmet Enplires i £ -
el - W G SF @R | Campletely dentify all exceptions that have been taken to the =l
Aubbeems [ bt iz o gt | e cifications. =] e i
Wone caken. J
=
« 2_ Please list at least 3 professional references.
Frad HoiGeruff - FRcGormadil.com
Piace Tuthuk = BeiimargapatLi ) |
Yoau are bgoed m‘?.! « 3. Offeror is to provide the name of proposed subcontractor(s) if any =
Jos AZSpO portion of the requirement is to be subcontracted, detail work to be
(Frofife lem | o beontracted, subcontractor?s langevity in this work, technician
¥ ol @1.t employment,
«2.1 3| [
RS IR T a3t A
4.1 =l
[Contracts ™ #5.1
m a G, |: Save as, - Draft "Cnr‘rplm L
Pate
&! = 1.Cl Submn | Canced ] Fasal |
» =]
2 N.gmunﬂ; .................... Mot et
Required
ABAFO 2000 e s Mot et
Required
a Contract Payment] = «Contract | AR.O.
Terms: Delivery: Days
i B R —————— - |
) Do S | reemet
dlistan| | 2] B = Ihm-mid:m:d%m | RO | ST - A doresd | & | SPIRET: (ueskionnains . 5-’@'-]]uﬁ" M EIT  awmam

As with all other documents sections in a solicitation in the Spirit system that
require completion, you will have to change the "Save as:" status to "Complete”
prior to submitting the proposal as "Complete."

As noted previously, you do not have to do so at this juncture. Spirit will not
allow you to submit your proposal if a section(s) is incomplete.

Click on the Ml button, to return to the proposal.

Note again that if you do save the questionnaire as "complete" you will still be
able to edit your answers.
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SPIRIi;

Atomated efrocurement System

e To Do List e
TeEE Rl initially Required items
[Profiie — | fem Status
@ 1. Ciffer e Wienar Complate
——— o 2. Price Sheet —— iew Complets
| Froposals | s 3. Duestiannaire iy g Complete
@ 4, Insurance B i Ty
[ Contracts | « 5. Bid Bond e Wi A
eearcn | » B. Performance Bond e Wienar A
Potentially Reguired In the Future
amu 1. Clarification Respanse e —— Mot Yet
Required
2. Negotations e — Mot et
Reguired
3 BAFO —_— | — Mot Yet
Reguired
« Contract Payment] = «Contract | ARO.
Terms: Delivery: Cays
- T e ————————————————————————————————— | =
i) Conm 15 | rtemat
Mstan| | 1) B T -meﬂm.lfr_m:umn-m AT A e T EET 1B - [

Note that the status is now "Complete."

Remember; even though you have submitted the Questionnaire as “Complete,”
you may still edit the answers.
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Insurance, Bid and Performance Bond

To Do List

Initially Required Items

ltem Status
e 1. Offer Create - Pending
@ 2. Price Sheet = e View Pending
@ 3. Questionnaire @ =000 ————————- View Pending
o4. Insurance 000 cemmeeee- View NIA
5 BdBond = e View N/A

@ 6. PerformanceBond @ = - View NFA

The next steps covered entail completing the Insurance Certificate, Bid Bond
and Performance Bond.

Each of these documents will open appropriately for printing or saving. In all
instances it will be necessary for you to complete them outside the Spirit
system to be submitted via mail or hand delivery.

The Insurance Certificate and Performance Bond are usually not necessary

unless awarded a contract, however, you will need to refer to the Special
Instructions or Special Terms for specific direction in each solicitation.

To view and perhaps print the Certificate of Insurance, click on its View link.
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Topic: Supplier Solicitation Response

Certificate of Insurance

=SPIRI;

Automated eProcurement System

Certificate of Instirance
Solicitation # AD040086
Supplier: Joe Azspo Test

Prior to commencing services under this contract, the contractor must furnish the state certification
from insurer(s) for coverages in the minimum amounts as stated below. The coverages shall be
maintained in full force and effect during the term of this contract and shall not serve to limit any
liabilities or any other contractor obligations.

Name and Address of Insurance Company Companies Affording Coverage
Agency Letter
A
| B |
MName and Address of Insured | C |
| b |
LIMITS OF COMPANY TYPE OF POLICY DATE
LIABILITY LETTER INSURANCE NUMBER | POLICY
MINIMUM - EACH EXPIRES
OCCURRENCE

Click on the windows "Maximize" Io button if you wish. Print the certificate so
that it may be filled out.

Note that the Solicitation Number and the Supplier is included in the certificate.

All required monetary amounts are included in the form as well, in accordance
with the Special Terms and Conditions.

To close the certificate and return to your proposal, click on the windows X.
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Bid Bond

To Do List

Initially Required Items

ltem Status
e 1. Offer Create  --———--- Pending
2. PriceSheet = e View Pending
@ 3. Questionnaire @ —memmeeee- View Pending
o4.Ilnsurance 000000 mmemmeeee- View N/A
«5 BdBond = e View NFA

o 6. PerformanceBond @ = - View N/A

The Bid Bond is handled in the same manner as the Certificate of Insurance.

Click on the View link to view and print the bond.

SPIRIT

Automated eProcurement System

Bid Bond
Soficitation # AD040086
Supplier: Joe Azspo Test

KMOWY ALL PERSOMS BY THESE PRESENTS:

THAT, Joe Azspo (hereinafter called Frincipal), as Prinicipal, and Joe Azspo Test, a
corporation arganized and existing under the laws of the State of AZ with its principal office in the
city of 8t Phraxas (hereinafter called the Surety), as Surety, are held and firmly bound unto the
State of Arizona, (hereinafter called Obligee) inthe amount of (Dollars) ($

j, for the payment whereof, the said Principal and Surety bind themselves and their
heirs, administrators, executors, sUCCessor assigns, jointly and severally firmlby by these presents.

WHEREAS, the principal has submitted a bid for:

Supplier Solicitation Response 2

Suppiier Solicitation Response - the sleps necassany within the Spint Systern for the proper
response fo a solicifafion by a business registerad as a supplisr with the Anzona State
Frocurement Cffice.

Again, you may maximize E the document. As with the Certificate of
Insurance; the solicitation number and supplier name is on the form.

Various supplier references are also incorporated into the document (bold type).
As well as the solicitation title (bold type).

Click on the windows X to close the document.
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Performance Bond

To Do List

Initially Required Items

ltem Status
e 1. Offer Create = - Pending
2. PriceSheet = ceemeeeeee View Pending
@ 3. Questionnaire @ =000 ————————- View Pending
o4 Insurance 0000000 cemmeeeee- View MNIA
5 BdBond = e View N/A

@ 6. PerformanceBond @ = - View NFA

Click on the VIEW link for the Performance Bond.

Automated eProcurement System

Performance Bond
Solicitation # AD040086
Supplier: Joe Azspo Test

KMNOW ALL PERSOMNS BY THESE PRESENTS:

THAT, Joe Azspo (hereinafter called Principal), as Prinicipal, and Joe Azspo Test, a
corporation organized and existing under the laws of the State of AZ with its principal office in the
city of 8t Phraxas (hereinafter called the Surety), as Surety, are held and firmly bound unto the
State of Arizona, (hereinafter called Obliges) in the amount of iDollars) ($

), for the payment whereof, the said Principal and Surety bind themselves and their
heirs, administrators, executors, sUCCessor assigns, jointly and sewverally firmby by these presents.

WHEREAS, the Principal has entered into a certain wiritten contract with the Obligee, dated the
day of 20 forthe material, service or construction described
as.

Supplier Solicitation Response 2
Supphier Solicitation Response - the slteps necessany within the Spint System forthe proper
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Maximizerﬁ- the document or print it.

This form also incorporates information about the supplier and solicitation as
the Bid Bond did.

Click on the windows X to return to the proposal. This covers documents
included with the solicitation that require responses outside the Spirit system.
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Payment Terms and Delivery

1T ~ gk 0inia st p=Pe o e Spatesa - Microanlt Inbesnet Esplores .I.LEJEI

Fis [ View Favorter Tock  Halp -
deiack - o= - G} 3 AF | Difesch ElFworter Meds 3|0 JF O o]

| Arkirmn | Q] hines Jisoaitnest, . go ADOR SN SPIRIT (SR, af Rt 01 TN B PRR L em LGP ER KR =] oo |k

=SPIRIi;

Autormated eProcuremesnt Syitem

L ——— "
Yau ane hgged in E.E Required =]
Jo AZSpn
Prone | Payment Terms
« Contract Payment [rs 30 Do " s Contract | AR O
| SEHIETLAIICHTS | .
Tarms: Dalivery Days
Confidential Information
| SOTHTACS |

&!!.hayu : H

Add Femowa

Momne
Save as: # Draft ~ Complete « Cancel
Siibrit Pzl
m Thess papes are mairtainad by the Anzona Stats Fnocuremeant OMce =
i B 2 (o A T, p S et orl sl sk e Gojipiech i et e e il
al & | reemet
lisian| | 2] & EMJ:WAW: .|!q.f_‘m:umrr-mm_ ,_\_"_.-Hl.&‘-]]uﬂ" M EIT s

Payment Terms must be entered by the supplier here.

Contract Delivery must be entered in this field. Be sure it conforms with the
requirements of the solicitation.

Confidential Information

As state earlier, any information included in your proposal that you consider of
a confidential nature must be cut and pasted into this window. Reference
should be made as to its original location within the document(s) the language
was taken from. Information included in the "Confidential Information" section
will be viewable only by those within the State of Arizona that are authorized.
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Attachments

Help "; https:/ /spirittest.az.go

Search fu

aplicatior RRMNZE

SPIRIT: Attach Fife

P £-A T

Select & Upload a File Wi m,‘!

I I Browse. . el
ok | Cancsl In i

’ | cancel | 1M_J Required
@ Contract Payment |iet 30 Days oContract |14  AR.O.
Terms: Delivery: Days
Confidential Information 7
o Confidential information __:_i

: ¢

Ao Fermowve ’

None
You may have files that are relevant to the solicitation and your proposal to it.

Attaching documents is much like the process used to make attachments to e-
mails.

Click on the ﬂ_d_..] button.

The Spirit: Attach File window will open. Click on the button to
locate the file(s) on your hard drive or disk. The Attachment functionality is very
much like attaching afile(s) to an e-mail.

Browse
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E B

Tt o0 ] =
Yau are kgged in as
Joe ATSpo
| SOICRAtONS |
(PFOPOEAIE ] R
=] Caresl
(Contracts | s Contidsnyial imfermesion '5
RELE L —
%, N =
#dd Remaora
Mane
Save as: # Draft ~ Complete « Cancel
Submi | Pesat
Thags panes are maintamad by me Anzoaa Stats Procurement Ofics
Pl s rond carereecde cosseste mr A anehare bo Hne ke Radrmir steerer :]
& | et
S!M | i) @ 5 || Ehebdebered Apphoan . | 8800 - RIT - dtovest || 2 | sPoRET: Akt ach Fim - Eopf Dy ONEEETT. smam

The supplier in this document clicks on EJDE Azapa Test to1der to open it, then

double clicks on the file (@ﬂamme" Iy you wish to attach or click on the Open
button.
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| S8 ADDA (SPIRIT - Akt e o il om = MO B T R =l x|
depek - = - @) 5] oF| D
_m-:|¢'|mmjnx-m P (PO B e =] s | Lrica 2
SPIRIT: Attach File
Select & Upload a File
CyOocumonts snd Boll | Biowae
L ox | Cencel | =
Yau are kgged in as al
Jos AZspo . -
i « Contract Payment [ris 70 Do « Confract [+ A RO
| ST Halons | Tarms: Dalivery: Days
(FTUPOSAIS
Confidential Information :
| LOMracts Bo Confidencial imforwation .
Rl I—
Ewam -
#dd Remosa
Momne
Save as: # Draft ~ Complete « Cancel
Submi | Foat
m Thess papes ans maintsned by the Anzona Stats Procurement Ofics =
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Then clicks onthe ~ ©K | putton to attach the file. Continue this process
until all the files you wish to attach are included in the “Attachments” section of
the proposal.
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Confidential Information 7
[~

Mo Confidential information

e I 4

A J Femowe ‘

Stammer |l.doc
Stammer ll.doc
JAzspo History.doc
JAzspo Catalog.doc

Save as: ¢ Draft © Complete ¢ Cancel

Submit ] Reset ]

In addition to the stammer I fije, the supplier also attaches B Starnmer 11

EJJ":"ESF":' History  and the ®]3Azspo Catalog fije. They now all appear in the

“Attachment section of the proposal. Click on any of the file name links to open
and view the documents.
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Removing Attachments

SPIRIT: Remove Attachmenl(s)

Flease select the Attachment(s) you
wiolld like to remove.
Attachments
I~ Stammer |.doc
™ Stammer |l.doc
I~ JAzspo History.doc
I JAzspo Catalog.doc

Ok | Cancell

-
4| | v

To remove any attached files, click on theﬂl button. The window
above will open listing the files attached. Place a checkmark in the box(es) to

Ok,

the left of the file(s) you wish to remove. Then click on the button.
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Submitting as Complete

Confidential Information 7
No Confidential information __';]

Attachments | 7

Add J Remowe ‘

Stammer |l.doc
Stammer |l.doc
JAzspo History.doc
JAzspo Catalog.doc

Save as: ¢ Draft # Complete « Cancel

Submit l ResetJ

When your proposal to the solicitation is complete, change the “Save as:”

) Subrmit .
status to “Complete” and click on the —] button. If you intend to return
and do more work on the draft, leave the status as “Draft” and click on the

M button.

NOTE: if you have forgotten to set the status of the Price Sheet or
Questionnaire as “Complete,” Spirit will not allow you to “Submit” your
proposal as “Complete.” It will however, tell you what has not been done.
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Atomated eProcuremesit Sygbemy
i T -
Nedfe Roparin =5 Proposals
Solfciation
e T T T —
EESEEIERT
[Proposals | Solicttation # Proposal # Type Status  Supplier Title ‘Created Date
: " DS :: S Suppliai 4
| Contracts ADMN0BE =Y Ee RFF  Compéete Azspo  Solicikstion 0902902003
St — Test Response 2
RELELC —
ACIShL  Rejectad. Jos Suppliar
; Abg4nnas  E==NE RFP Missed  Azspo Solicitstion 00282003
Deading  Test Rasponsa
o)
'
apgqoo7e  SDSht RFP [waft fz6p0  RexRag 09732003
SR Teot
= - ADSNE rn Compate i management 1
AD0A00T6  FRpes RFP mabny ?EEE{JD Consutant 0332003
- e
D00 ALSH empita Pz managaErmE i
ADOA00TE ECREEE-1 RFF  Compiste .?.;EF-‘.I consUitant 092473003

~han = q a PPy ADSK [roee P ot Price Shest s s mnns

e . e
liston| | 1) 8 G || Bt et ed gk . |[E AaA : spmeT - nuta_ Eadly ON=E
Your proposal to the solicitation has been submitted as complete
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Close Date Change

Throughout the procurement process, Spirit issues e-mail notifications
indicating aresponse in the next step is ready for your attention.

The first of such e-mail notifications is notification of a "Published Solicitation,"
which is what started this series of demos.

In any of the demos for response to a solicitation; the demo supplier used is
"Joe Azspo Test." This demo supplier was set up with a "Hotmail" account to
demonstrate how the notifications will work.

A disclaimer that must be made with regard to e-mail notifications is that with
some e-mail accounts, especially free public accounts (i.e. Hotmail, yahoo, etc.
This may be the case with AOL as well) the link to a particular document in Spirit
may not function properly. If this is the case with your e-mail, it will be
necessary for you to "copy" the link in the e-mail message and pasteitin a
separate window. Doing this allows the link to operate properly. If you do not
have this issue with your e-mail notifications all you will need to do to reach the
document in Spirit is click on the link. The link will route you to the Spirit log in
screen. Once you log in, Spirit will send you directly to the document in
guestion; so there will be no searching for anything.

E-mail notifications however, are not the only means to getting to a document of
interest. Anything you can reach through the use of notification e-mail links can
be accessed manually using the navigation menu in Spirit. This will be covered
in greater detail in a demo created specifically for navigation.

The subject of this notification is the "Solicitation Close Date Change."
Amendments to a solicitation will no longer be issued if the only change to a
solicitation is the "Close Date." You will receive an e-mail notification and link
directly to the solicitation so that you can see the new date.
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The supplier has received a notification e-mail indicating that the Solicitation
Close Date has been changed.

In Hotmail, the supplier clicks on the "senders" e-mail address to open and read
the message.
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The notification is sent to the registered users in this particular company from
the Spirit system.

The subject line references the solicitation and the reason for the e-mail.

The solicitation title and "temporary sample” text is included in the body of the e-
mail.

As mentioned earlier, it may be necessary a supplier to copy and paste the link
within the e-mail into a separate browser window.
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The supplier highlights the link, then right clicks on the right button on the

Copy

mouse and Clicks on
W
SignOut,

enter.

. In the case with Hotmail, the supplier clicks on

then pastes the copied link into the browsers address field and hits
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The State Procurement Office (AzSPQ)

The Anzona Department of Administration, State Procurement Office, is the central autharity for

procurement in the State of Arzona. Procurement is managed through the development of policies, training,

and agency delegations. We also establish and administer contracts for state agencies and political

subdivisions, These contracts are established from individual requests and focus-group activities with the =
State agencies and participating members of the Cooperative Purchasing Partnership. The Cooperative

Purchasing Partnership includes over 400 colleges and universities, counties, cities, school districts and

qualified not-for-profit organizations.

Lo =l
] rom I o et
Mstan| | ) 8 D | Bt deered doghat.. [ & nttpacjspinttest a0 LIy ONMEE BT oo

The Spirit Login screen opens. Itis necessary to enter your User ID (your e-mail

address) and your Password. Click on theM button
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Supplier Solicitation Response 2
Solicitation #AD040086

Published

Fage loaded on 09/29/2003 at 09:11:36 A,
Document Information 2
View My Proposal
Requisition --—--- Solicitation #: AD040086 ContractTBD
#: #:
Amendment:No Amend. #: 0
Created By: Pete MahnkefArizona State  Date 09/29/2003
Procurement Office Created:
Requestor: Pete Mahnke/Arizona State  Gov't Arizona State
Procurement Office Entity: Procurement Office
Process Unknown Status: Published
Status:
Date 09/29/2003 Close Date: 10/01/2003Type: RFP
Published:

Note the new Close Date
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Solicitation Amendment
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An amendment to the solicitation has been published.
Spirit@state. az,us

e-mail notification
log in and attend to the document.

Joe Azspo Test receives

of this. He will use the link to reach Spirit,
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the link to paste into the browser window. Clicks on

Sign Out ;e from Hotmail in this instance.
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Automated eProCLresTen

The State Procurement Office (AzSP0O)

The Arzona Department of Administration, State Procurement Office, is the central authority faor
pracurement in the State of Anzona. Procurement is managed through the development of policies, training,
and agency delegations. We also establish and administer contracts for state agencies and political
subdivisions, These contracts are established fram individual requests and focus-group activities with the
State agencies and paricipating members of the Cooperative Purchasing Partnership. The Cooperative

Purchasing Partnership includes over 400 colleges and universities, counties, cities, school districts and
qualified not-for-profit organizations.
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[ Solicitation #ADO400GE-AT 2l

M il Published

[FTomeE |

IEECIE AT T, Document Information

[Proposars \iew My Proposal

Confracts | Requisition —-- Solicitation #: ADO40086-Contract TED

Rk — o o ot
Amendment:Yes Amend. # 1

o Craated By: Pete Mahnke/drizona State  Date 08/28/2003
@W" Procurement Office Created
Requestor: Pete Mahnkelfrizona State  Gowvt Arizona State
Procurement Cffice Entity: Procurement Office

Process Unknown Stabus: Published
Status:
Date 08252003 Cloze Date: O0829/2003Type: RFP
Published:

PO Assigned: Pete Mahnke/Arizona State Procurement Office

BM Assigned: Rex Martin/Arzona State PA Jean ClarkiArizana
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Amendments in Spirit function differently than Azpix, which most people are
familiar with.

When an amendment is created an exact duplicate of the original solicitation is
generated, thereby allowing the PO to make the necessary changes. So all
information from the original solicitation is encompassed in the new document.
When finally published, the amendment replaces the solicitation.

Now ADO040086-A1l is the active solicitation.

When Spirit duplicated the solicitation for the amendment it also generates a
copy of your proposal, which you may be in the process of drafting. Thisis a
functionality we strived to include so that the supplier community would not be
forced to begin from square one any time an amendment was issued.

Solicitation Amendment Disclaimer: Two areas however, that will be of
concern; are the questionnaire and price sheet. If no changes have been made
to the solicitations questionnaire or price sheet in the amendment the supplier
will not have to redo any work in those sections that they may have already
done.

However, if changes to the solicitation have been made in either/both those
sections, the supplier will have to readdress those sections and recomplete
them, if they have already been completed.

Note the solicitation number now has a suffix of A1. This indicates Amendment
1. The second row now reflects an Amendment: Yes and Amend. #: 1.
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| SOICRalions | I !
as a supplier with the Arizona State Procurement Office.

| PTOopos4als
Contracts” | Amendment Information
Rl — This amendment is issued to return the Close Date of the above

referenced solicitation to 3:00 PM. Septernber 28, 2003. It has alzo been

@_ =hzirs deemed unnecessary to request a Performace Bond.

All ather terme and condiions remain unchanged.
Has the Price Sheet Been Mo

Changed?
Has the Questionnaire Been Mo
Changed?
_
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EE_'!_'E_ILIIIEMJEEL
m Special Terms and Conditions
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The Amendment Information section is roughly midway down the screen. The
PO will indicate why it was necessary to amendment the original solicitation and
what may have been changed.

In this instance, the Close Date has been changed back to the original 9/29 and
the Performance Bond requirement has been removed.

Below that is the area that indicates whether the Price Sheet or Questionnaire
has been altered. In this case, neither has been changed. The supplier will not
have to readdress either of the forms, unless they had not been completed prior
to the publication of the amendment. Spirit duplicated all the suppliers input.
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The supplier clicks on the View My Proposal |ink to continue work.
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ki Supplier Proposal for Solicitation AD040086-A1
Draft
3 ifed
[FTULOSANS -
ConnatE Proposal Information
I Cancl
————— Froposal#  ADSM-ERULEE  Status: Draft
@ Is BAFO? Mo BAFO #: a
L Created By:  Joe Azspollos  Supplier  Joe Azspo Test
Azspo Test Mame:
Date Created:  S292003 Date Dus: 08282003 10:00 AM
Madified By: Joe Azspolloe Date 08/28/2003% 05:00 AM
Azspo Test Modified:
Total Price: B 56, 250.00 Date 0972872003 09:00 AM
Submitted:
Solicitation
General Information
m Title Supplier Solicitation Response 2
oo B M Solicitation ADM4ODRE-A1 Solicitation  RFP - |
i | htpa: fjapint test ax SRALT PR ek DT 28crs b el T T OO T T Do S | reema
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Click on the "edit" * icon, to open the proposal in edit mode.

Note: even if the Offer and Acceptance form has been completed in the original
proposal, it is necessary to complete one for the amendment. This is the case
with all amendments and the Best and Final Offer.

Note: Spirit has duplicated the "Payment Terms," "Contract Delivery," and
"Confidential Information."

All attached files are present as well.

Spirit has duplicated the "Payment Terms," "Contract Delivery," and

"Confidential Information."
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Click on the M link to fill out and complete the Offer and Acceptance
form to the amended solicitation.
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As with the Offer form in your original proposal, fill out the contact information
and indicate whether your company is a small business or not, then click on the

ﬂl button.
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Click on the any of the V'ﬂ links if you need to address anything in those
forms.

All the data entered by the supplier was duplicated by the Spirit system for the
amendment.

Any section that you entered information has been refilled out for you, with the
exception being if no changes were made by the PO to the Price Sheet or
Questionnaire.

Remember that you can edit these documents now even if you submitted the
proposal as “Complete” prior to the amendment being issued.
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To give an example; if you had clicked on the V'ﬂ link for the Price Sheet
the "Save as:" status now only has "Complete" as the option. The supplier is
able to make any changes that may be necessary, however, if the price sheet
and it's line items were complete prior to the amendment being created and
published, it would not be necessary to return to each line item again and

MI them as "Complete.”
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If you clicked on the V'ﬂ link for the Questionnaire you would see that the
Questionnaire is also in edit mode, but in a "Complete" status.
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As there were not major changes to the solicitation through the amendment, the

supplier changes the status to "Complete" and clicks on the Ml button.
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You are returned to the “My Proposals By Solicitation Number” screen.
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If you have responded to solicitations in the past, you are probably aware that the
“Opening” of solicitations is a public forum. With Spirit, you no longer have to
physically go to the Arizona State Procurement Office. Any supplier that submitted a
proposal can return to the solicitation and their proposal to it after the Close
Date/Time and view a list of the suppliers that submitted proposals. If you responded
to an Invitation For Bid, the prices offered would also be listed.
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The Arizona State Procurement Office (AzSPO)

The Arizona Department of Administration, State Procurement Office, |s
the central procurement authority for the State of Arizona. Procurement is
: managed through the development of policies, training, and agency
RN TR— delegations. We also establish and administer statewide contracts for
state agencies and political subdivisions, These contracts are established

E_"H#C‘ from individual requests and focus-group activities with the State agencies -
and participating members of the Cooperative Purchasing Parnership.
The Cooperative Purchasing Partnership includes over 400 colleges and
universities, counties, ciies, school districts and qualified not-for-profit
organizations.
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To view the Tabulation of a solicitation; after logging in, click on the

_tab. From its sub-menu click on the My Solicitations (5
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At the “My Solicitations By Solicitation Number” screen, click on the solicitation

ADO40086-
A

number. The procurement we have been using for the manual ——
will be clicked on.
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The solicitation opens. Click on the View My Proposal |ink. Once at your
proposal scroll down to the “To Do List.”

Note that Navigation used to arrive at your proposal is not the sole means of
routed to it. After logging in, you also could have clicked on the “Proposals”
tab, then clicked on the “My Proposals” from its sub-menu. You would then
have been able to click on your proposal number, then scrolled down to the “To
Do List.”
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| Starch | 1. Clarification Responze — — Mot ¥at
Required
&EW«“‘TJ 2. Megotations — —— Mot Yat
Required
i BAFO mennene —emmeemnn Mot et
Required
Cither
1. Solieitation Tabulation T [Tew] MIA

Contract Paymeant  Met 30 Days Cantract 14 AR.Q, Days
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1) Ol reemat
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At the “Other” portion within the “To Do List” section click on the “View” link at
1. Solicitation Tabulation.

SPIRIT: Tabulation
AD040086-A1

age loaded on 0942 2at01:35:35 FPM.

Proposals

ADO4008B-A1 - Supplier Solicitation Response 2

Supplier Froposal # Date
Submitted
Joe Azspo Test ADSk- 09/29/2003
SRULES
izrants Tombs ADSh- 0972972003
SRUMGE

The Solicitation Tabulation opens you that you may view who has responded to
the solicitation.
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SPIRIT: Tabulation
AD040043

Fage lvaded an 10072003 at 0523856 Ak,

Proposals
ADOA0042 - Off Contract - Pete - all registered IFB
Supplier

Froposal # [ate Submitted Cost
Joe Azspo Test ADShM-GQGNTE O20GZ200:23 F 414,000.00
Grants Tombs ADShM-SOGNIR O20GZ200:23 F 10,500.00
Again ADShM-GOGNIT 020620023 F 132,210.00

A Tabulation for an Invitation For Bid or IFB would look something like the
image above; total price or cost would be listed along with the supplier bidding.

Page 87



Created on 10/8/2003 2:22 PM Topic: Supplier Solicitation Response

Proposal Clarification Request

During the Evaluation process, you may be notified of a “Clarification Request.”
It may be that something is missing from your proposal that would clarify a
piece of it or that something in your proposal is not quite clear to the Evaluation
Committee.
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Try Mot for FREE|
Keep up to -
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The supplier has received an e-mail notification from Spirit informing them that
a "Clarification Request" response is available for completion.

Their proposal is in evaluation and portions of the proposal are not clear. The
PO has created this request to clarify these issues.

Spiriti@state.az.us

The supplier clicks on the e-mail link to view it.
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The body of the e-mail includes a brief description of what is being requested.
Again, the supplier will use the link to be routed directly to that document in
their proposal.

As noted previously; if using a free public e-mail service, it may be necessary to
copy the link to Spirit within the e-mail and paste it in a separate browser

window.
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SPIR

Automated eProCLresTen

The State Procurement Office (AzSP0O)

The Arzona Department of Administration, State Procurement Office, is the central authority faor

pracurement in the State of Arzona. Procurement is managed through the development of policies, training,

and agency delegations. VWe also establish and administer contracts for state agencies and political

subdivisions, These contracts are established fram individual requests and focus-group activities with the =
State agencies and paricipating members of the Cooperative Purchasing Partnership. The Cooperative

Purchasing Parinership includes over 400 colleges and universities, counties, cities, school districts and
qualified not-for-profit organizations.
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Log into Spirit using your e-mail address and password.
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(To Do List) Potentially Required in the Future

To Do List

Initially Required Items

ltem Status
i) i View Complete
2.Price Sheet = e View Complete
3. Questionnaire 0000 ceemeeeeee View Complete
4. lnsurance 0000 e View MNFA
5.BdBond = e View N/A
Potentially Required In the Future
1. Clarification Response - View Pending
Completion
2. Negotiatons e e Mot Yet
Required
3.BAFO e s Mot Yet
Required
Other
1. Solicitation Tabulaton @ = e View MNFA

Once back in the proposal to the solicitation, the supplier scrolls down to the
"Potentially Required in the Future" portion of the "To Do List."

This area is now active. 1. Clarification Response now has a View |ink and a

Pending
status of Completion

Click on the "View" link to complete the "Clarification Response.”
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Clarification Response

Proposal # ADSM-5RULEG
Solicitation # AD040086-A1
Fage loaded on 0972972003 at 02:06:42 Ph.
= Required Field
Proposal Information
Proposal ADSM-5RULEG Solicitation AD040086-A1
#. #:
Date 09/29/2003 Date
Created: Submitted:
IClarification Questions |
Instructions

During the evaluation of your proposal to solicitation AD040086-A1
"Supplier Solicitation Response 2" we were unable to discern what was
meant by ...

Questions

1. Could you please clarify what the intent of your method of approach
statement on page 12, paragraph 27

=]
| <]
2. It appears that the Stammer | is equal to the Stammer |1, is this the
case or are we missing something somewhere?
]
|

Al ] Remowve ‘

None

Save as: & Draft © Complete

Submit ‘ Cancel ‘ Reset]

The "Clarification Response"” opens.
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1. Could you please clarify what the intent of your method of approach
gstatement on page 12, paragraph 27

Type or paste answer in here =
=

The supplier can type in the appropriate answers or copy and paste the answers
from a document outside Spirit if someone else in his/her company addressed
the questions.

Note: if copying and pasting from another document, it is usually best to save
the document of origin as a “Text” document. Sometimes, code within a word
processor file does not translate correctly. Example: Quotation marks may
appear as Question marks after being pasted into Spirit.

Attachments - Clarification Response

The "Clarification Response" allows for the attachments of documents if the

supplier feels that in addition to the answers typed in, that other documentation
may be necessary to fully clarify the issues.

Attachments | 7

Add ] Remove ]

Mone

Save as: « Draft © Complete
Subrnit

Cancel ] Reset‘

At the bottom of the screen is the Attachment section. It functions in the same
manner as Attachment sections discussed previously, which is not unlike

attaching documents to an e-mail. Click on the ﬂ_] button to attach a
file(s).
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I '3 https:/ /spirittest.az.g __,_j_:j__iﬁ j_’_] __‘_‘J
; +llto the Stammer |1, is this the |
( where?
SPIRIT: Attach File -
|
Select & Upload a File
Il | Browse.| I
—pe
I . (0] 4 ] Cancel i 1 .’J__j

Save as: « Draft © Complete

Subrnit ’ Cancel I P\eseti

These pages are maintained by the Arizona State Procurement Office.
Flease send comments, suggestions, or questions to the Site Administrator
() 2003 State of Arizona Department of Administration, Arizona State Frocurement
Office

Browse.

Click on the button to locate the file(s) you wish to attach.

Once you have located the file (in this suppliers instance it is the M ]5tammer I
file), double click on the file name or click on the Open button. You will then
again see a screen similar to the one above, with the exception being that the
file name will appear in the field underneath “Select & Upload a File.” At this

point you would click on the Ok ibutton to attach the file to your
Clarification Response.

T {

Add I Remowve I

Stammer l.doc

Save as: # Draft © Complete
Submit

Cancel i Reset]

The attached file now appears in the Attachments section and is a link that can
be clicked on to be viewed.
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Attachments Removal - Clarification

3 SPIRIT: Remove Attachment( i O] x|

=SPIRITEEN

P e ]

SPIRIT: Remove Attachment(s)

Flease select the Attachment(s) you
wiould like to remove,

Attachments

[T Stammer [.doc

I Stammer |l.doc

™ JAzspo History doc
I JAzspo Catalog.doc

Ok | Cancell

-
4| | e

To remove any attached files, click on theﬂl button. The window
above will open listing the files attached. Place a checkmark in the box(es) to

the left of the file(s) you wish to remove. Then click on theil button.

Save as:

Save as: ¢ Draft # Complete
Submitl Cancel | Resetl

If the supplier is finished with the Questionnaire and wants to route it back to
Submit

the PO, he would change the status to "Complete" and click on the
button (as in the image above).

If not, the supplier can leave the status as "Draft,” click on the "Submit" button
to be "Submitted" as "Complete" at a later time.
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To Do List

Initially Required Items

Item Status
1.0ffer e View Complete
2.Price Sheet = e View Complete
3. Questionnaire @ 0000 —eemeeeee- View Complete
4. lnsurance 0 emeemeee- View MN/A
5.BdBond s View N/A
Potentially Required In the Future
1. Clarification Response @~ -————-- View Complete
2. Negotiations = e e Not Yet
Required
3.BAFO e e Not Yet
Required

Once you have submitted the Clarification Response you will be back at the
proposal. Scroll down to the To Do List. The status of the Clarification
Responseis now "Complete."
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Negotiation Response

Another step in the procurement process that may arise is the "Negotiation" piece.
Spirit sends out an e-mail notification as it has for the previous subjects covered. The
supplier then responds to the Negotiation Request with a Negotiation Response within
the Spirit System.

Rather than begin at the Notification point, we will respond to the "Negotiation
Request” by using the navigation menu in Spirit.

Click on the "Proposals” tab.

=SPIRII;

Automated eProcurement System

[l Weinly ‘
You are logged

L Welcome to SPIRIT
Profle | The Arizona State Procurement Office (AzSPO
Faga lsadadd on WAAWAI0T &0 072240 N
[Froposals™ | The Arizona State Procurement Office (AzSPO)
"Coniracte | The Arizona Department of Administration, State Procurement Office, is
: the central procurement authority for the State of Arizona. Procurement is
| Sedreh managed through the development of policies, training, and agency

ﬁg s delegations, We also establish and administer statewide contracts for

Frosigid state agencies and political subdivizions. These contracts are established
from individual requests and focus-group activies with the State agencies
and participating members of the Cooperative Purchasing Fartnership.
The Cooperative Purchasing Partnership includes over 400 colleges and
universities, eounties, cities, school districts and qualified not-for-profit
organizations.

Once logged in click on the_tab from the main menu. Then
click on the My Proposals om the sub-menu.

Page 97



Created on 10/8/2003 2:22 PM Topic: Supplier Solicitation Response

T AOA SPIRTT - Ritreat ed cPracsement Spsbem - SScrosolt [nbemet Euphres = ] =]
Pie [t Viey Faovorise Tock Halp

. | e
ol :um;ﬁlﬁ“dhm-'w CIEEE =R =] ¥en Lk ®

| Addrsa [ prop, Humber® arsa |

'fnumhggedlnas . \
Jos AZspo .
| Froposals Status  Supplier Title Created Date
S Suppliai
W Compiste  AzZspo Solicitation 072942003
3 Test Response 2
RELE L —
ACISIL e Rejectad  Jos Supliar
ALOAO0BS  popms  RFF Missed  Azspo  Solicitation OOF2R003
. Deadine  Test Rasponsa
ACISh S
AD0A00TE ] _”_w;l FFE  [ealt :'_'.;:l-.n Rax Rag L [¥ T Rt T e
L2 = AL L Complets aar management EIh
ALOAOTE  sErEee PFP O [Barg) f‘ifu consutant 0222003
apoanoze BESM . pee Compiets Asspo  TANROSTSM gengs
SEHPEE-1 = r;-:t consutan -
m ) ADIShE [T = S Y et Price Shesl  anuwemnns ) - |
gt T |mw-fmm;ummww — 3 ; 3 :'_H-r-r j i
M stan [ | i -;] B raresidsieoer el Appbimn I!wm'r Auknm._. L e g ﬂm"ﬂa!r.ﬁ. 112 P8

The supplier is routed to the "My Proposals By Solicitation Number" area within
Spirit and locates his proposal from the list.

ADSM-
Click on the "Proposal Number Link" SRULEG
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To Do List

Initially Required Items

Item Status
1.Offer e View Complete
2. Price Sheet = e View Complete
3. Questionnaire 00000 —eemeeeee- View Complete
4. lnsurance 00 eemeemeee- View MN/A
5.BdBond e View N/A
Potentially Required In the Future
1. Clarification Response - View Complete
2. Negotiations s View Pending
Completion
3.BAFO e e Not Yet
Required
QOther
1. Solicitation Tabulaton @ - View N/A

Once in the proposal, scroll down to the "Potentially Required in the Future”
portion of the "To Do List" section.

To complete the "Negotiations" form, click on the View link.

Note that the status is "Pending Completion.”

Proposal Negofiation Reponses
By Request Number

Fage loaded on 09/30/2003 at 01:23:26 PM.
] Search
Date Requested Neg Res # Status Requestor
DSB0Z003 DT 775 M e Breft | oo MATKSIAIzoNa Stats
=Previous Documents Next Documents=

The "Proposal Negotiation Responses By Request Number" page opens. The
link for this document is the date and time the request was submitted by the PO.

Click on the link 0230020023 012725 Pl

Note that the status is "Draft." Spirit has generated a questionnaire type form
for you. As you have not completed it yet, it is in "Draft" status.
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Negofiation Response
Proposal # ADSM-5RULEG
Solicitation # AD040086-A1

Fage loaded on 0973072003 at 01:23:28 P,

Negotiation Questions £ 2

Instructions

The evaluation committee for your proposal to solicitation humber
ADO040086-A1 would like to run through a number of possible negotiation
points...

Questions

1. With regard to your methodology for...

2. If the State of Arizona were to...

The "Negotiation Response" form created for you opens in read mode.

Click on the "edit" il

icon to complete it.

Negofiation Response
FProposal # ADSM-5RULEG6
Solicitation # AD040086-A1

Fage loaded on 09/30/2003 at 01:23:33 PM.

@ = Required Field
Negotiation Questions 7

Instructions

The evaluation committee for your proposal to solicitation number
AD040086-A1 would like to run through a nhumber of possible negotiation
points...

Questions
1. With regard to your methodology for...

2. If the State of Arizona were to...

B E N E

Save as: « Draft © Complete
The questionnaire includes instructions for completion as written by the PO.
Type in the answers you feel appropriate in this negotiation stage of the
process.
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Negotiation Questions 7

Instructions

The evaluation committee for your proposal to solicitation number
AD040086-A1 would like to run through a number of possible negotiation
points...

Questions
1. With regard to your methodology for...

our usual mwethodology for...

2. If the State of Arizona were to...

We would welcome...

S

| Submitl Cancel 1 Reset]

If the supplier is satisfied with the work, they may change the status to

. subrmit .
"Complete" and click on the A—j button so that the evaluation process

can continue.
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Once you have submitted the “Negotiation Response” as “Complete” you will
be returned to your proposal. You may scroll down to the “To Do List”, the
status for the "Negotiations" is now "Complete."
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Supplier Meeting Request

During the evaluation process of a solicitation, the PO and Evaluation
Committee may decide it is necessary to meet with a particular supplier(s)
regarding their proposal to the solicitation. This meeting may be called to
discuss individual portions of the proposal or for demonstrations, etc.

When and if this becomes necessary, the PO will create a Supplier Meeting
Request in the Spirit System. When published, Spirit will generate an e-mail to
be sent to the supplier(s). The supplier(s) will not need to do anything within
the Spirit System, as this is just an e-mail message.
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Spiritidskate, az.us
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As stated in the introduction to the Supplier Meeting Request, this message is
an e-mail notification generated by the Spirit System containing the information
the PO typed into the "Supplier Meeting Request” appropriate to this supplier.

Again, this notification, once published is not respond able to within the Spirit
System
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Best and Final Offer

This next possible step in the procurement process is the Best and Final Offer or
BAFO. Spirit does send an e-mail notification for this step as well, but the demo will
begin within the suppliers proposal. If we had started at the notification for this step,
following the link and logging in would have routed you directly to the BAFO
Questionnaire.

The procurement code allows for the PO to, if deemed necessary, to take the RFP to
this next step. All proposals have been evaluated by the evaluation committee, yet,
they hope to improve upon the original offer in the proposal(s). Suppliers that are
found to be reasonably susceptible of award should receive BAFO Requests, if the PO
deems a BAFO round necessary.

Spirit generates a duplicate of you the solicitation and your proposal submitted,
thereby allowing you to edit and/or change anything in your original proposal.

As with the solicitation amendment, you will have to complete the "Offer" form.
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] T — Sl (WY
e 5. Bid Bond TS View N,
 aearch Potentially Required In the Future
ﬁ! 1. Clarification Responsze s Wi Complete
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Click on the YI€W |ink for 3. BAFO.
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/2 SPIRIT: BAFO Request - Microsoft Internet Explorer B i ][ |

BAFQO Request
Proposal # ADSM-5RULEG

Page loaded on 0973072003 at 01.30:57 PM.

BAFO Proposal
Submit BAFO Proposal

BAFORequest |
Instructions
Due Date: 09/30/2003 10:00 AM
The committee has reviewed your proposal and materials submitted in
response to this solicitation. Your firm is requested to submit a Best and
Final offer to the State Procurement Office by September 30, 2003 5:00
PM MST.
1 Provide data on scooter(s) offered as required by the
Specifications.
2 Provide technical literature on all equipment offered which is
not prequalified in the solicitation.
3 Please review your pricing. |

The "BAFO Request" questionnaire opens. It includes Instructions, which could
be considered the BAFO letter if you are familiar with this process. It also

includes questions or areas that the evaluation committee and PO would like
you to address.

To submit a BAFO Proposal, click on the Submit BAFQ Propesal link. Spirit will now
generate the duplicate proposal referred to moments ago.

Once this is done, the older version of your proposal will be closed and the
BAFO Proposal version will encompass it.

A “Processing Please Wait” screen will be next up as Spirit generates your

proposal. To repeat; all info and pricing offered in your original proposal will be
included in the BAFO proposal draft.
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MEIQED = Supplier Proposal for Solicitation ADO40086-A1
Ll Co— Proposal #ADSM-5RULEG-1
i BAFO Draft
| SOICHaoNns |
(PTOpOSAlE | a = Redguired Fleld
(Contracts | Proposal iInformation
_ Proposal #: ADSM-5RULES-1  Status: Craft
il Is BAFO? Yes BAFO# 1
&?‘w“( Created By: Joe Azspolloe Supplier Joe Azspo Test
4 Azspo Test Mame:
Date Created:  08/30/2003 Date Due:  09/30/2003 10:00 AdM
Total Price: 5 .00 Date
Subrmitted:
General Information
Title Supplier Solicitaton Response 2
Solicitation ADMODEE-A1 Solicitation RFP
MNumber: Type:
m Procurement  Pete Mahnke/Arizona State Procurement Office =
| Coraiebe 2l reemat
stort| | g 52 L) || Bt iskered dgpbion . |[EARDA: SPIRIT - Askom._ ey DDNEEEL  com

A BAFO draft has been generated for you. Note that in the "Proposal
Information"” section that your proposal number now has a suffix of -1; this is
your new proposal. Is BAFO? indicates "Yes" and BAFO#: is 1.

(Note: Price Sheet) Your "Total Price" is back to zero; however, you do not have
to redo the Price Sheet. All the pricing and information you entered previously
is still in there, however, you may make changes if you wish. If you do not make
changes to the Price Sheet, you need not even address it. Like the amendment,
the BAFO Price Sheet has only one status and that is "Complete,” but it is
editable.

The Questionnaire is in the same state as the Price Sheet.

Once in the BAFO proposal draft, scroll down to the “To Do List.”
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Topic: Supplier Solicitation Response

To Do List

Initially Required Items
Itermn

A. Previous Proposal

@ B. BAFO Questionnaire
e 1. Offer

@ 2. Price Sheet

@ 3. Questionnaire

@ 4. Insurance

¢ 5. Bid Bond

Potentially Required In the Future
1. Clarification Response

2. Negotiations
3. BAFO

Other
1. Solicitation Tabulation

The "To Do List" now has two additional links:

Status
N/A
Pending
Pending
Complete
Complete
N/A
N/A,

Not Yet
Required
Not Yet
Required
Not Yet
Required

N/A

A. Previous Proposal \hich allows you to link back to your original for

reference.

@ B. BAFQO Questionnaire | which must be completed with your BAFO

Response.

Note the "Potentially Required in the Future" area. None of those steps is

required yet, as this is in essence a new proposal. Itis possible that these areas

may be addressed down the road, but only if deemed necessary by the PO.

Click on the YIBW jink to complete® B. BAFO Questionnaire
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BAFO Questlons
Instructions |
The committes has reviewed your proposal and materials submitted in

response to this solicitation. Your firm is requested to submit a Best and
Final effer to the State Procurement Office by September 30, 2003 5:00

5 o If (PMMST, =
Yau are _ragged in a4 In| Cuestions
ol b it |1. Provide data on scooter(s) offered as required by the Specifications. |
[FPICTE
A =
=1 ALIOTS
@ | =
RERLEHIE RHEAS) e | 2. Provide technical iiterature on all equipment offered which is not
% . prequalified in the solicitation.
| SOTHTACtS | * =
B @
Rl L — . o
QE Gl g 3. Please review your pricing. =
L 1. Clarification Response R e Mot Yet
Required
2. Megotiations e S Mot Yet
Reguired
3. BAFO e — Mot Yet
Redguired
Cther
1. Solicitation Tabulation e Wi A,
|" mmbrant Dm.mnnr it i Nemee S ankrask ke =|
EI“:M & | rtemst
Wston| | @8 W [ | ERveestdskersd Apphoan | 8 jeraa: SnLT - Aot ., ||@ | SPORET: BAPD Rmspon... gy G DN R R  som

The BAFO Questionnaire you viewed previously is now available in an editable
mode. This questionnaire can be saved as "Draft" and returned to at a later
time, if the supplier wishes.

Type in the appropriate answers and submit the document as either "Draft" or
"Complete." The demo will "Submit" as "Complete" once the answers have
been typed in.

If necessary you may attach additional documents to your "BAFO Proposal”
prior to submitting it as "Complete. But, these attachments must be addressed
in the Attachments section at the main BAFO proposal screen.

Save as: ~ Draft © Complete
Submitl Cancel | Hesetl

At the bottom of the BAFO Questionnaire screen is the Save as: area. If you are
satisfied that the Questionnaire is done, change the status to Complete and

click on the M button. Otherwise you may keep it as draft and return

later to change its status.

Once submitted you will be returned to the main BAFO proposal draft. Scroll
down to the To Do List
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To Do List

Initially Required Items

Item Status
A. Previous Proposal @ - View N/A
o B. BAFO Questionnaire @ ————em—m- View Complete
e 1. Offer Create  --——-- Pending
2. PriceSheet 0 el View Complete
@ 3. Questionnaire = e View Complete
4. Ilnsurance 00000 —emmemeee- View N/A
5 BdBond = e View N/A
Potentially Required In the Future
1. Clarification Response ™~ = - —omememee Not Yet
Required
2. Negotiatons  smeeem e Not Yet
Required
3.BAFO e e Not Yet
Required
Other
1. Solicitation Tabulation @ - View N/A

Note that the status of the BAFO Questionnaire is Complete.

Click on them link to fill out and complete the Offer and Acceptance
form. Remember, this is the same form you filled out in the original proposal
and amendment, if one was issued.
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| Company Jos Azspo Test
Mame
Address: 1211 W Monkey St
Suite 100
St Phraxas, AZ B5555-1236
L | Clarification Information =]
Yau ane kagged in as IE = Mame: I
. .ha:ﬁzsp-:u In| & Phone: [ I T efmc | [ [
| Frome |
: It Electronic Signature
e e Al Mame: Joe Azspo Date:  DS/30/2003 01:33 PM
ropotaE ol & Title: [ it e bt e
L Yere [T e e et |
[Contracts | s 2. Price Sheest rmremeaems e Complete
@ 3. Quastionnaire et Wignay Complata
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& 5. Bid Bond — Wiew A,
4 Patentially Required In the Future
1. Clarification Response menmmmmms memmmsa Mot Yot
Reguired
2. Megobations P A ) ([T Mot Yet
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BEBAFD 00 00000 | i | —— Mot Yet
Reguired
Oithyer
1. Solicitation Tabulation e Wignar T
[ el =
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The Offer and Acceptance will open. Fill out the Clarification Information
section. Be sure to select whether your company is a small business or not.

Accept

Then click on the button.
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To Do List

Initially Required Items

ltem Status
A. Previous Proposal @ - View MN/A
¢ B. BAFO Questionnaire @ = - View Complete
ol Ciffep: @ 000000 | e View Complete
2. PriceSheet @ cemeeeeeee View Complete
@ 3. Questionnaire @ = e View Complete
4. Insurance @ ememeeeeee View N/A
5 BdBond = e View N/A
Potentially Required In the Future
1. Clarification Response  ————n oo Mot Yet
Required
2. Negotiations ~ smeeeeem e Mot Yet
Required
3.BAFO e e Mot Yet
Required
Other
1. Solicitation Tabulaton @ = - View MN/A

Once again, you will be returned to the BAFO proposal.

The supplier in the demo (this material was exported from it), indicated in the
BAFO Questionnaire that the price was lower on the Line Iltem 1. Let's assume
this is the case with your BAFO proposal and address the Price Sheet.

Click on the View link at @ 2. Price Sheet (g make the change.

The Proposal Price Sheet will open. Click on a Line Item number link. This

manual will make a change to Line Item 1 asindicated above.
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Proposal Line ftem
Proposal # ADSM-5RULE6-1
Line ltem # 1

Page

Line Item # 1 I

00700018 Motor Scooters and Trucksters, Endine Driven
(Including all Terrain Yehicles)

00700018- Medium Capacity

0005

Grp Pricing Qb LI Y o UnitPrice ExtPrice
----- FF 25 Each  N/A [$1.000.00 $ 2500000

Other

9 ]Newstam
Manufacturer:

o Model: ]stammerll

o Catalog #: |Fall'03
CE.tEJDg ]hﬂpifﬁﬂﬁﬁﬁﬁ.jDESthDyS.DDm
URL:
o Catalog Fall '03
Date:

The image above is only a portion of the Proposal Line Item. Note that each
field is now in an “edit” mode.

Save as. # Complete

Submit | Cancel 1 Reset]

Once you have made any changes you must click on theM button to

save the change. Once back at the Proposal Price Sheet click on the S

button or make changes to other line items.

NOTE the “Save as:” status in the image above. As mentioned previously; had
you not made any changes to pricing you could have ignored the Price Sheet
entirely. With the original proposal to the solicitation you had a “Draft” option
as well. In the BAFO Proposal there is only one status, so that if no changes are
made, you do not need to address the status of any line items.
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To Do List

Initially Required Items

ltem Status
A. Previous Proposal @ - View MN/A
¢ B. BAFO Questionnaire @ = - View Complete
ol Ciffep: @ 000000 | e View Complete
2. PriceSheet @ cemeeeeeee View Complete
@ 3. Questionnaire @ = e View Complete
4. Insurance @ ememeeeeee View N/A
5 BdBond = e View N/A
Potentially Required In the Future
1. Clarification Response  ————n oo Mot Yet
Required
2. Negotiations ~ smeeeeem e Mot Yet
Required
3.BAFO e e Mot Yet
Required
Other
1. Solicitation Tabulaton @ = - View MN/A

Again, you will be returned to the BAFO Proposal
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[ COTNracts | Confidential Information :
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Save as: ~ Draft ~ Complete « Cancel

Suame | _Fse |
. -
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SPIRIT: Attach File

Select & Upload a File

| Browse. . |
8] | Cancel | .
"l | »

At the bottom of the screen is the Attachment section. It functions in the same
manner as Attachment sections discussed previously, which is not unlike

attaching documents to an e-mail. Click on the il button to attach a

file(s). The above window will open.
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Click on the Browse... 1button to locate the file(s) you wish to attach.

Once you have located the file (in this suppliers instance it is the

B J0e BAFO attachment file), double click on the file name or click on the Open
button. You will then again see a screen similar to the one above, with the
exception being that the file name will appear in the field underneath “Select &

Upload a File.” At this point you would click on the Ok 1button to attach
the file to your Clarification Response.

Attachments | 7

Add ] Remove ]

Joe BAFO attachment.doc

Save as: ¢ Draft © Complete ¢ Cancel

Submit ] Feset ]

The file appears as a link in the Attachments section.

NOTE: the files attached to your original proposal are still linked to that
proposal. To view them you need to return to the "To Do List" and click on the
"View" link for A. Previous Proposal.

Attachments | 7

Add ] Remove ]

Joe BAFO attachment.doc

Save as: & Draft # Complete « Cancel

Submit ] Feset ]

If complete, change the status to "Complete" and click on the - ST |
button.
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Your Best and Final Offer is complete.

Had you submitted the BAFO Proposal as “Draft” you could return to this
screen to re-access the “Draft.”
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Suppller Information Request (RFI)
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Occasionally you may receive what is referred to as a Supplier Information
Request or SIR.

The SIR has replaced the Request For Information or RFI.

It is a simple request the Arizona State Procurement Office may issue when it is
trying to get an idea of what might be available or possible in the market.

The SIR, once issued, is addressed outside the Spirit System and would be
received by the appropriate supplier community via e-mail.
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All information requested should be apparent within the e-mail notification.
Including how to submit any response.
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